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“OK, I have DeskMate ... 

Now what?” 

If you are asking yourself this question, this magazine is for you. 
DeskMate Getting Started is designed to help you quickly learn about 
your new software package. 

What is it? DeskMate is a collection of several applications 
(software programs) that you will find useful at home, school, or 
work. But, DeskMate is more than just a group of applications. In 
computer terms, DeskMate is a graphical interface. Simply stated, 
that means that DeskMate uses friendly, graphics-oriented screens 
that let you see exactly what your choices are and easily choose them. 

How do I use it? DeskMate is an easy program to use, and once you 
know a few basic techniques, you can work with any of the applica¬ 
tions. Be sure to look at DeskMate’s on-line introductory tutorial. It 
I will teach you all the techniques you need to know. If you want a 

quick reference to these techniques, look at the “Exploring Desk- 
Mate” article in this magazine. 

The applications are the heart of DeskMate. Getting Started includes 
articles on each application that teach you the basics of the applica¬ 
tion, using a practical example. Because each application is a power¬ 
ful tool, the magazine does not try to cover all the tasks you can 
perform. Instead, DeskMate provides extensive on-line help. You no 
longer need to flip through a manual to find a specific answer. 
DeskMate can provide answers on the screen instantly. 

; For What? DeskMate’s uses are limited only by your imagination. 

To help you imagine the possibilities, we conclude most of the 
application articles with other ideas that you can easily put to use. 

Be creative. You’ll quickly find your own specific uses for Desk- 
Mate. 
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No matter what kind of computer you have, starting DeskMate is a 
snap. 
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Starting DeskMate 



Refer to your MS-DOS handbook for 
Information on copying diskettes. 


If you are using a ROM machine and 
change your computer settings so 
that the desktop no longer appears 
automatically, simply press F 12 at 
the A> prompt to access DeskMate 
at any time. 


Before you start DeskMate, be sure 
your computer is properly as¬ 
sembled. For additional informa¬ 
tion, refer to your computer’s 
installation and operation manual. 
When you are ready to start Desk- 
Mate, you will need: 

• The DeskMate diskettes 

• Blank, formatted diskettes to 
make a working copy of Desk- 
Mate (recommended for 
diskette-based computers) 

• MS-DOS diskettes. Version 
2.11 or later (required for some 
diskette-based computers) 

Your computer falls into one of 
three categories — ROM (a Read- 
Only-Memory hard disk or disk¬ 
ette-based computer), Diskette- 
based, or Hard disk. Read the ap¬ 
propriate section for your com¬ 
puter for specific start-up 
instructions. 

After you complete the start-up 
procedure, DeskMate’s introduc¬ 
tory tutorial appears on the screen. 
Go through this tutorial so that you 
learn the few basic principles 
necessary to run DeskMate. After 
you complete the tutorial, you 
might want to refer to the “Explor¬ 
ing DeskMate” article for a quick 
reminder about DeskMate’s basic 
elements. 

Starting DeskMate on a 
Read-Only-Memory (ROM) 
Computer 

Some computers have the Desk- 
Mate core (desktop) built into 
memory. This means that as soon 
as you turn on your computer, the 
DeskMate desktop automatically 
appears. 


Your ROM computer can be either 
a diskette-based or a hard disk 
machine. Read the appropriate sec¬ 
tion for specific start-up instruc¬ 
tions. 

Using a Diskette-Based ROM 
Computer 

1. Turn on the monitor. 

2. Turn on the computer. 

The first time you run DeskMate, 
the introductory tutorial appears. 
When you finish this tutorial, 
DeskMate’s desktop appears. 

Diskette-based users should be 
sure to make copies of your Desk- 
Mate diskettes and use the copies 
as your working diskettes. 

Be sure to read "Using Diskettes to 
Run DeskMate" and "Exiting Desk- 
Mate" at the end of this article. 

When you attempt to access a 
DeskMate application, you might 
be asked to insert another diskette. 
Insert the requested diskette and 
press ENTER. 


Using a Hard Disk ROM 

Computer 

1. Turn on the monitor and the 
computer. 

The first time you run Desk- 
Mate, the introductory tutorial 
appears. When you finish this 
tutorial, DeskMate’s desktop 
appears. 

2. Press the F7 key to open the 
Desktop Menu. 

3. Press 1 until you highlight in¬ 
stall, and then press enter. 

4. Follow the prompts to install 
DeskMate on the hard disk. 

Be sure to read "Exiting DeskMate” 

at the end of this article. 
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Starting DeskMate on a 
Diskette-Based Computer 

1. Insert an MS-DOS diskette 
into Drive A, and close the 
latch, if necessary. 

2. Turn on the monitor and the 
computer. 

3. When prompted, type the date 
and press enter. 

Use the format mm-dd-yy to enter 
the year. Use the format hh : mm : ss 
to enter the time (for example, 
10:25:00). 

This information is optional. To 
skip each prompt, simply press 
ENTER. 

4. Type the time and press enter. 

5. Remove the MS-DOS disk¬ 
ette, and insert DeskMate 
Diskette 1. 

6. At the a> prompt, type: 

desk 

Then, press enter. 

The first time you run DeskMate, 
the introductory tutorial appears. 
When you finish the tutorial, 
DeskMate’s desktop appears. 


Depending on the DeskMate ap¬ 
plication you want to run, you 
might be asked to insert another 
diskette. Insert the requested disk¬ 
ette, and press ENTER. 


Be sure to read “Using Diskettes to 
Run DeskMate" and “Exiting Desk- 
Mate" at the end of this article. 

Installing and Starting 
DeskMate on a Hard Disk 
Computer 

1. Turn on your monitor and 
computer. 


2. Type a:. 

3. Insert the DeskMate Diskette 
1, and at the a> prompt, type 
desk and press enter. 

Because this is the first time 
you’ve run DeskMate, the in¬ 
troductory tutorial appears. 
When you finish the tutorial, 
DeskMate’s desktop appears. 

4. Press F7 to open the Desktop 
Menu. 

5. Press i until you highlight in¬ 
stall, and then press enter. 

Follow the prompts to install Desk- 
Mate on your hard disk. A final 
message appears, indicating that 
your computer will reboot. 
Remove the diskette from the 
drive, and then press enter. 

The next time you start DeskMate, 
type desk at the c> prompt, and 
then press enter. 

Be sure to read “Exiting DeskMate" 
at the end of this article. 

Using Diskettes to Run 
DeskMate 

The diskette containing the Desk- 
Mate application you want to use 
must be in the diskette drive before 
you can access the application. If 
you try to access an application and 
the appropriate diskette is not in the 
drive, DeskMate prompts you to 
insert the correct diskette. 

For example, if you try to access 
the Text application and the 
diskette containing the Text files is 
not in the drive, DeskMate displays 
a message prompting you to insert 
Diskette x into the drive. 


Exiting DeskMate 

If you are running a DeskMate ap¬ 
plication and you want to exit 
DeskMate, you must first return to 
the desktop by pressing esc. 

1. At the desktop, press ESC. 

A dialog box appears, con¬ 
firming that you want to exit 
DeskMate. 

2. Press enter to complete the 
task. 

The desktop disappears, and the 
system prompt appears. 

If you are using diskettes to run 
DeskMate, you might see a mes¬ 
sage asking for the diskette con¬ 
taining command.com. Simply: 

1. Insert the MS-DOS diskette 
into Drive A. 

2. Press ENTER. 

The system prompt appears. 
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Exploring DeskMate 


Learn the few basic elements of DeskMate and you ’ll soon 
be exploring all of DeskMate’s fascinating applications. 


If you have not yet seen the intro¬ 
ductory on-line tutorial , do so. It ex¬ 
plains in more detail all of the 
concepts presented here , plus how 
to apply them to specific applica¬ 
tions. 


DeskMate’s applications all use 
the same basic elements. When 
you understand these elements and 
how to select them and move 
around among them, you can 
quickly and easily use any of the 
applications. 

Once you are into DeskMate, the 
desktop appears on your screen. 
The desktop is DeskMate’s central 
screen, which lets you visually see 
your applications and files, choose 
specific options, plus much more. 


Help FI — you can press Fi from 
anywhere in DeskMate to get extensive 
on-line help. 


Application list box — 
type of application box 
that contains a list of {rugi.loi. 
files for a specific ap- \ 
plication. You can im¬ 
mediately open a file 
within an application by 
highlighting the file and 
pressing ENTER. 


The desktop and its parts are 
shown below: 


Title bar — displays the current date and 
time. It also shows the current directory. 


Menu bar — indicates the menus that 
you can choose by pressing a function 
key (F2-F10). Each menu contains op¬ 
tions for the specific application you are 
using. 
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Application box — 
displays individual 
DeskMate programs 
(applications). 


Autoconfig box—an application list box 
that changes Its name and contents 
based on the current directory or disk¬ 
ette. 



Accessories — special DeskMate tools 
that you can display on the desktop or 
access from anywhere within DeskMate 
(by pressing Flo). 


^Programs list box — an application list 
box that displays all applications avail¬ 
able on the current diskette or hard disk, 
regardless of whether they are currently 
displayed on the desktop in an in¬ 
dividual application box. You can use 
the arrow keys to scroll through the list. 

DeskMate’s Elements 

These elements appear on the 
desktop and throughout Desk- 
Mate: 

List boxes 
Menus 
Dialog boxes 

The following illustrations show 
you graphically how easy it is to 


move DeskMate’s cursor between 
these elements and then select 
items or enter information. 
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Application List Boxes 

A list box shows you a list of files 
that you can select. On the desktop, 
an application list box lets you 


select a specific file within an ap¬ 
plication. You will also see list 
boxes throughout DeskMate when 
you need to choose a specific file. 


DeskMate’s cursor shows you 
where you are on the screen . Some¬ 
times the cursor appears as a high¬ 
light , and sometimes it appears as a 
blinking vertical or horizontal line. 


Selecting an Application From the Desktop 



TAB moves the highlight 
between application 
boxes. 


These illustrations show you howto 
use the keyboard to move around 
and select items . You can perform 
the same functions with a mouse. 
Be sure and see the “Want to Try a 
Mouse?"article in this magazine for 
instructions on using a mouse. 


enter selects a 
highlighted ap¬ 
plication or file. 


Attention Diskette Users: 

If you are running DeskMate from 
diskettes, you might need to change 
diskettes to access the various ap¬ 
plications. When DeskMate cannot 
find the application that it needs on 
the diskette currently in the drlve(s) t 
you are asked to insert another 
specific diskette. 


Selecting a File From a List Box 


When you insert the new diskette 
and press ENTER, DeskMate dis¬ 
plays the requested application. 
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Arrow keys move the highlight to a 
specific filename. For example, here you 
use the down arrow. 
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Some options in a menu might be 
shadowed. A shadowed option is 
one that Is not currently available. 


Menus 

DeskMate uses menus (displayed 
on the menu bar) to let you choose 
specific options. 

Selecting a Menu Option 




Function keys 
open a menu. 


esc is your cancel key . Use it to 
remove messages , menus , or 
dialog boxes from the screen and 
also to exit an application and 
return to the desktop. 



ENTER 


enter selects a 
highlighted menu op¬ 
tion. 


Removing a Menu From the 
Screen 



ESC removes a menu from 
the screen. 
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Dialog Boxes 

Dialog boxes appear on the screen 
after you choose an option if Desk- 
Mate needs more information to 
complete the task. 



You now know all the basic ele¬ 
ments of DeskMate. If, however, 
you forget something, each ap¬ 
plication article reviews these 
basic principles in a Techniques 
Box. Look for this box in each 
article. 


Now, you’re ready to explore! 
Choose an application that you’re 
interested in and start putting 
DeskMate to work. 


DeskMate has extensive on-line 
help. You can access it from 
anywhere In DeskMate by simply 
pressing fi. Be sure to refer to the 
"Need Help?” article for more 
details. 


Getting Around a Dialog Box 
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Want to Try a Mouse? 



What do the words point, click, 
and drag have to do with a mouse? Read 
on and see how you can make DeskMate even easier to use. 


If you have questions, press FI to 
access DeskMate’s on-line help. 


When you are using DeskMate, 
you must use the keyboard, a 
mouse (or joystick), or maybe both 
to move around. A mouse is a 
handy piece of equipment to own. 
If you install a mouse, you’ll find 
that it speeds up your work in 
DeskMate considerably. 

If you are going to use a mouse, 
you must first “set it up” so that 
DeskMate knows what kind you 
are using. First, connect your 
mouse to the computer and follow 
these setup instructions to get it up 
and running. Then, you’ll be on 
your way. 


Setup instructions 

1. From the desktop, press fio to 
open the Accessory Menu. 

2. Press [ to highlight setup. 
Then, press enter. 

The Setup screen appears. 

See more about the Setup Acces¬ 
sory in the “Accessories” article in 
this magazine. 

3. Press F 2 to open the Options 
Menu. 

4. Press 1 to highlight Mouse. 
Then, press enter. 

A dialog box appears. 


Serial mouse — If you are using your 
mouse in DeskMate only. 


Joystick — If you have a joystick or a 
Tandy Color Mouse. 


PS2 Compatible — Available on 
microchannel computers only. 


Serial mouse port — Lets you choose^ 
the communications port the mouse is 
connected to. 

Double Click Speed — Lets you choose' 
a comfortable double click speed. 



Pointing Device 
OSerial nouse Q Other nouse 

CD Joystick CD None 
CD PS? Cnnp&lihln 


Serial nouse purl: CJ Coni CD Con? 

Double Click Speed 
Past / Slow 

CDl 02 03 04 OS 




Other mouse — If you have previously 
installed a Microsoft-compatible mouse 
driver and want to use that driver in 
DeskMate. 


None — If you are not using a mouse in 
DeskMate. 


TEST — Pointing to this button and 
double clicking the mouse button lets 
you see if your mouse speed is set cor¬ 
rectly. 


5. Use the arrow keys to under¬ 
line the desired button that 
matches your type of mouse 

(Serial, Other, Joystick, 
PS2 Compatible, or None), 
and press the space bar. 
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6. (Required only if you choose 
Serial.) Press tab to move to 
the Serial mouse port: 
prompt, underline either com 1 
or com 2 , and press the space 
bar. 

Do not set a mouse and modem to 
the same setting . 

Set this option to the same setting 
on your serial board. If you’re not 
sure, choose either one, and when 
you press enter and exit the dialog 
box, move your mouse around and 
look for the mouse pointer on the 
screen. If it doesn’t appear, re-enter 
the dialog box and change the Com 
setting. 

7. Skip the Double Click Speed 
prompt. You can change it 
later when you have more of a 
“feel” for your mouse. 

8. Press ENTER. 

See that arrow on your screen? 
That’s your pointer. Your 
mouse is now ready to use. 

9. Press esc to return to the 
desktop. 

Now that you have your 
mouse... 

Using a mouse with DeskMate ap¬ 
plications makes moving the cur¬ 
sor around on the screen much 
faster and easier. When you move 
the cursor with the keyboard, you 
use keys such as tab, arrows, and 
the space bar. If you have a mouse, 
you can move the cursor anywhere 
on the screen by simply pointing, 
clicking, and dragging. 

The old adage of “practice makes 
perfect” is certainly true when 


using a mouse with DeskMate. The 
more you experiment with your 
mouse, the easier it is to use. 

We’ve provided a Techniques Box 
that describes the basic move¬ 
ments. Also, look at the illustra¬ 
tions below that show how to 
perform the mouse actions. 

You’ll soon discover the ad¬ 
vantages of using a mouse with 
DeskMate! 


If you have questions , press fi to 
access DeskMate’s extensive on¬ 
line help. 




Point 

Move the mouse on a flat sur¬ 
face until the pointer (arrow) is 
where you want it. 



Click 

Quickly press and release the 
left mouse button. 

Double Click 

Click the left mouse button 
twice in rapid succession. 



Drag 

Hold down the left mouse but¬ 
ton while moving the mouse. 


SHIFT-CHck 

Hold down the shift key and 
click the left mouse button. 
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Techniques Box 


Mouse Basics 

To Point: Move the mouse until the tip of the pointer is 
where you want it. 

To Click: Quickly press and release the left mouse 
button. 

To Double Click: Click the left mouse button twice in 
rapid succession. 


Using Menus 

1. Point to the appropriate menu button on the menu 
bar. 

2. Click the mouse button. 

3. Point to the option you want to choose. 

4. Double click the mouse button. 

Using Dialog Boxes 


To Drag: Hold down the left button while moving the 
mouse. 

To SHIFT-Click: Hold down the shift key and click the 
left mouse button. 

Click on the appropriate 
mouse button on the menu 

bar: To move the cursor: 

_» Right 

Left 

| Down 


• Point to the desired field or button, and click. 

If you click on a field that requires a typed response, the 
cursor appears so that you can type. 

If you click on a button, the button is chosen. 

Highlighting Using a Mouse 

1. Point to the place you want to begin highlighting. 

2. Drag the pointer to the end of the information you 
want to highlight. 

3. Release the button. 


f 


Up 


Add a Mouse for “Point and Click” Convenience! 


Add a mouse to your computer system to make DeskMate even easier 
to use. By simply rolling the mouse across your desk, you can make 
the cursor fly from one menu to the next, and make selections with 
a click of the mouse’s button. A mouse also makes it simpler to move 
around in spreadsheets or Text documents, and provides you with 
greatly enhanced precision in DeskMate’s Draw application. 
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Need Help? 


Although DeskMate is easy to use, 
you might occasionally need more 
specific information than is 
covered in this magazine. 
DeskMate’s help system is built 
into the software, which means that 
help is available while using any 
application. The on-line help in¬ 
cludes an extensive system that 
provides not only on-line help, but 
also tutorials on most of the ap¬ 
plications. The on-line help offers 
different levels of help, from 
general to specific, to meet any of 
your needs. The tutorials use lots 
of graphics to actually guide you 
through an application step-by- 
step. 

On-Line Help 

On-line help is available anywhere 
in the DeskMate program. Simply 
press the fi key. Depending on the 
screen you are using when you 
press fi, or where you position the 
cursor, information will appear to 
assist you. Not only is the on-line 
help easy to access, but it is also 
easy to get out of and right back to 
where you were. Simply press ESC 
until you exit help. 

Because DeskMate is for users of 
varying levels of expertise, we 
have designed three levels of on¬ 
line help to assist you — General 
Help, Quick Reference Help, and 
Problem Solving Help. 


General Help appears when 
you press Fi without selecting 
something specific on the 
screen. General Help presents 
a group of tasks and topics re¬ 
lated to your present location 
in DeskMate. 


lt«t Mlp 


When you press fi on the first 
screen in some applications , 
specific information about the first 
field on the screen appears. Press¬ 
ing the fi key again accesses 
General Help. 


Cursor 



You can choose a specific box 
(task or topic) by using the 
arrow keys to move the cursor. 
The cursor on this screen is the 
dotted box. 

You can continue to display 
additional task/topic boxes by 
simply pressing Fi. 


Task/Topic boxes 
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Once you see the task/topic box 
you want, press enter to display 
specific information and instruc¬ 
tions for that task or topic. Depend¬ 
ing on the box you choose, you will 
display: 


• Additional task/topic boxes 



t 

ENTER 



If you don’t understand a specific 
step , move the cursor to the step 
and press fi or enter. Additional 
information about the step appears 
in the lower , left corner of the 
screen. 


• Step-by-step instruction boxes 



Or, an information box 





The information box is the most 
specific help you can get on a task 
or topic, but if you still need help, 
press fi again. You will either see 
additional information in the box 
or return to the first general 
task/topic screen so that you can 
review the list of tasks and topics 
again. 
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Quick Reference Help gives 
information about menu op¬ 
tions, dialog boxes, and mes¬ 
sage boxes. To access the 
on-line help for a menu option, 
select the menu and highlight 
the desired option. Then, press 
Fi to access the on-line help. 

Menu option 


Information about the option 
appears in the lower, left 
corner of the screen. 


Copy 

Delete 

CtrUD 

Add to list... 


Delete fro* list... 

Find... 

CtrUF 

Find next 

Ctrl»N 

Call 

CtrUC 



Mtrloj «n eddrcsi record. 

• tiding new Infomtllon, the 
tiio of t nether eddrexi free 
ndci or another option Trow the 
will came thle new oddreei to 

» help *rre<r»:»{re 11 Esc-etil 


To obtain help when a dialog 
box is displayed, press Fi. In¬ 
formation about the dialog box 
appears in the bottom, left 
corner of the screen. 


Menu information 



Whenever a message box ap¬ 
pears, simply press fi to dis¬ 
play specific information 
about the message. 


Message box 
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i: 


Refer to the Techniques Box in 
this article for further informa¬ 
tion on how to access the menu 
options and move around in a 
dialog box. 


• Problem Solving Help ap¬ 
pears if you press fi when an 
error message is displayed on 
the screen. 



File uas not found. 



Message Information 



Error Message 




This help is designed to give 
you information or instruc¬ 
tions about the error you made 
while running DeskMate. For 
example, if you enter incorrect 
data in a dialog box, Problem 
Solving Help will give you in¬ 
formation as to why your data 
is incorrect. 
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Tutorials 


Tutorials for most of the DeskMate 
applications are available to teach 
you specifics about an application. 
However, you can only run a 
tutorial from the desktop. To ac¬ 
cess a tutorial, use the arrow keys 
to highlight the Teach Me box, and 
then press enter. Instructions for 
using the tutorials appear. Follow 
the prompt(s) to access the menu 
listing the available tutorials. To 


run a tutorial, highlight it, and then 
press enter. Your step-by-step ex¬ 
ercise begins. 

To exit the tutorial, press ESC. You 
return to the lesson menu. From 
there you can select Exit this 
tutorial (or press esc) to return 
to the list of tutorials. Press esc 
again to return to the desktop. 


Techniques Box 


Selecting Menu Options 

1 . Press a function key (F 2 -fio). 

2. Press i to highlight the desired option. 

3. Press ENTER. 

Moving Around a Dialog Box 

• TA8 moves the cursor to the next field. 
(shift-tab moves the cursor backward.) 

• enter automatically selects OK. 

• esc automatically cancels the operation. 


Types of Help Boxes 


Task/Topic boxes 



Cursor 


Step-by-step boxes 



Dotted box 


ENTER and FI Key 


ENTER 


Selects a specific 
Task/Topic box 


FI 


Displays additional 
Tasks/Topics boxes 



Information box 


|To select « paragraph, position the 
cursor anyuhere uithin il. Please 
note that a paragraph has a 
paragraph narker at the end. 

You can only center paragraphs 


F[=wore help ftrrows=scroll Esc=exit 
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Accessories 


Change your screen colors, add up figures on a calculator, 
set an alarm, plus much more. 


Setup 

Lets you tell DeskMate how you want- 
your system to look and run. 


Spell Checker 
Uses a 90,000 word 
dictionary to check for 
spelling and typing 
errors. 


DeskMate's accessories are handy 
tools you can use from anywhere 
in DeskMate. These tools enhance 
DeskMate in the same way that 
you use accessories to enhance 
your wardrobe or home. 

Press Fio from anywhere in Desk- 
Mate to pull down the Accessory 
Menu. 


Setup 




Calculator 
Works just like a hand-held calculator. 


Task Switch 
Lets you use DeskMate with another 
software package at the same time. 




Spell Checker 
Calculator 
/ Phone List 
Corkboard 
Month 
Alarw 
To Do List 
Task Switch 



Phone List 
Finds phone numbers in a flash and 
dials them for you if you have a modem. 

w 

Corkboard I Cajf?& 

For jotting notes. Use it / ‘Dojtf 
as you would a note on 
your refrigerator. 


Month 

A calendar at a glance. 




Alarm 

Flashes or sounds off to remind you of 
appointments. You can use it alone or 
with the Calendar application. 


To Do List 
Makes planning your daily 
schedule more efficient. 


See the “Desktop" article for in¬ 
structions on how to install an ac¬ 
cessory on the desktop. 


Pressing esc will exit an accessory 
at any time . You’ll return to the pre¬ 
vious screen. 


When you receive DeskMate, 
some accessories might be dis¬ 
played on the desktop. You can 
place the Corkboard, To Do List, 
Month, or Phone List, on the 
desktop. Mix and match these ac¬ 
cessories to fit your needs. 

Let’s look inside the various acces¬ 
sories so that you can see how they 
work in DeskMate. 


Setup 

The Setup accessory lets you tell 
DeskMate how it should look and 
run. You can change your screen 
colors, select a new system date 
and time, and set up your printer, 
mouse, or modem. 
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To select Setup, first open the Ac¬ 
cessory Menu (fio). Then, press J 
to highlight setup, and press 
ENTER. 

The Setup screen shows you at a 
glance how the options are current¬ 
ly set. If you want to change an 
option, select the option from the 


Mouse Settings 
Most of DeskMate’s 
applications work bet¬ 
ter with a pointing 
device such as a 
mouse or a joystick 
rather than a key¬ 
board. This Setup op¬ 
tion lets you select 
various pointing 
device options 


Options Menu (F 2 ). If you have a 
mouse and are set up to use it, 
simply point at the desired box on 
the Setup screen and double click. 


Date and Time 
Lets you change the 
current date and time 
in DeskMate without 
returning to the sys¬ 
tem prompt. 


Printer Settings 
Use this Setup option 
to tell DeskMate what 
type of printer you are 
using. 



Communications Settings 

When you decide to use your computer 

for telecommunications, the outside 

world is virtually at your fingertips. Use 

this option to tell DeskMate about the 

telecommunications equipment you are 

using. 


change 
DeskMate's screen 
colors to any combina¬ 
tion that is pleasing to 
your eyes. Experiment 
until you find just the 
right combination for 
you. 

When you select Communications, 
the following dialog box appears: 


If you have only one serial port and 
you currently have a mouse con¬ 
nected to it, you cannot use the 
Communications option . 



Communications Port. Tells DeskMate 
which communications port you are 
using to connect your telecommunica¬ 
tions equipment (such as a modem). 
Choose 1, 2, or None. 


Connection. Tells DeskMate whether 
you are directly connected (via a cable) 
to another computer or using a modem. 
Choose Modem or Direct. 


Modems. Lists the modems that Desk- 
Mate supports. (This feature is not avail¬ 


able if you chose Direct.) Highlight the 
modem you are using. The name ap¬ 
pears at the Modem name : prompt. 
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The type of video card 
in your computer 
determines the num¬ 
ber of coiors available 
to you. You might need 
to scroll through the 
Palettes box to display 
all the possibilities. 
However, if you have a 
video card that sup¬ 
ports only one palette , 
such as a mono¬ 
chrome monitor , the 
Colors option is not 
available. 


When you select Colors, the fol¬ 
lowing dialog box appears: 



Change Colors. (Available in Draw only.) 
After you set colors, choose whether 
you want DeskMate to save them per¬ 
manently or only use them until you exit 
Draw. 


RESET. Returns the colors as they were 
when you first enter the accessory. 


Palettes. Lets you choose the section of 
your screen (background or foreground) 
you want to change. 

Highlight the desired Palette. Use the 
Red, Green, and Blue bars to adjust the 
colors and create the color you want. 
You can move the setting right to add 
more of the color or left to reduce the 
amount of that color. If your monitor can 
detect intensity settings, you can make 
all the colors brighter or dimmer by ad¬ 
justing the Brightness setting. (The 
number of changes you can make along 
a color bar is related to the number of 
colors your computer is capable of dis- 
playing.) 


When you select Mouse, you see: 


Pointing Device. Lets you specify the 
type of pointing device you are using. 
Choose one option. 


Serial mouse. To use a serial mouse. 


Joystick. To use a joystick or Tand 
color Mouse. 


PS2 Compatible. Available o 
microchannel computers only. 



Other mouse. To use a 
previously installed 
Microsoft-compatible 
mouse driver in DeskMate. 


None. To indicate that you 
don't have a mouse or that 
you don't want to use a 
mouse. 


Double Click Speed. Lets you choose a 
comfortable double click speed. 


TEST. Lets you test the double click 
speed. If the TEST button does not 
respond, try choosing another double 
click speed. 


Serial mouse port. If you chose Serial 
mouse, indicate which serial (com¬ 
munications) port your mouse is con¬ 
nected to. Choose either coml or Com2. 

Note: Be sure you select the correct port 
if you have already installed a serial 
mouse. 
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When you select Printer from the 
Setup screen, you see: 


| He Ip F, J un 8, 1989 

Setup ■ 

7 59^1 

[I Options F ; | 


tea 


Printers. Displays the 
printers you can use with 
DeskMate. Highlight the 
printer you are using. 


Note: other lets you use special un¬ 
listed printer drivers built specifically for 
use with DeskMate. 


ASCII is a generic printer driver and 
should work with all printers. You must, 
however, use this driver if your printer 
does not support graphics. 



Driver Name. If you choose other, type 
the name of the printer driver for your 
printer. 


- Line Feed Filter. Pressing the space bar 
inserts and removes an X from this box. 
(If the option is on, the box contains an 
X.) Check the CR setting on your printer. 
If it is CR=NL, this box should contain an 
X. If the CR setting is CR=CR, the box 
should be empty. 

Note: If your printer is double spacing or 
printing lines on top of each other, try 
changing this option. 


Characters Per Inch. Lets you indicate 
how many characters per inch (10,12, or 
condensed) you want your printer to 
print. 


Printer Ports. Lets you tell DeskMate 
which port your printer is connected to. 
The default port depends on the type of 
computer you are using. 


DeskMate refers to this printer infor¬ 
mation each time you choose a print 
option in DeskMate. If you change 
printers , be sure to change the in¬ 
formation in this accessory. 


When you select Date and Time, a 
dialog box appears. 


Date. Type a new date, using the format 
mmddyyyy (mm = month, dd = day, yyyy 
= year). 

Time. Type the new time, using the for¬ 
mat hh:mm:ss (hh hour, mm = minutes, 
ss = seconds). Then, choose either am or 
PM. 
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Using Spell Checker with Text 

You can use Spell Checker if 
you’re working in the Text applica¬ 
tion by selecting Proof from the 
Edit Menu. See the “Text” article 
for an example. 


Spell Checker 

This accessory lets you check your 
files or documents for misspelled 
words. A built-in dictionary 
checks your spelling, and if it finds 
an error, it displays the word and 
offers replacements. 


After you select Spell Checker, 
you see a dialog box that contains 
menus from which you can select 
various functions within the Spell 
Checker accessory. 



Options F 


I Auto Proof 

Check Hord... 


MlffEI 


Edit... 

Save 


If the file you want to open is not in 
the list box, you can use the Open 
File : prompt to type the name of 
the desired file. 


The User’s Dictionary lets you add 
specific words that you often use 
but are not contained in DeskMate 's 
main dictionary. 


To open a file or document: 

1. Select open from the File 
Menu. 

2. Highlight the file. 

3. Press enter to begin the Spell 
Checker procedure. 

To check a file or document: 

After you open the file, Spell 
Checker displays the unknown 
word. The context in which the 
word appears is shown directly 
beneath the word. 

If the unknown word is correct, 
you can select Add to Dictionary 
from the Options Menu to add the 
word to your User’s Dictionary. 


If the word is incorrect: 

1. Either scroll through the Re¬ 
placements box and highlight 
the correct word or press shift- 
tab to move the highlight to 
the context area and type the 
correct word. 

2. Select Accept context. 


You can return to the original word 
by selecting Restore Context on 
the Options Menu. 
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Menu Options in Spell Checker: 


File F 2 


Open... 
About... 
Exit ESC 


Attention Diskette Users: 

If your computer does not store 
DeskMate in ROM and you have 
only one disk drive , you cannot use 
the Autoproof option. 


Open. Lets you open a file or document 
to check. 


About. Displays the copyright informa¬ 
tion for Spell Checker. 

Exit. Lets you exit the Spell Checker 
accessory. 



Auto Proof 
Check Word... 


Auto Proof. Tells Spell Checker to check 
every word you type anywhere in Desk- 
Mate. If the word is not found, a beep 
sounds, and you can then select the 
Spell Checker accessory. To select Auto 
Proof, simply highlight it and press 
ENTER. The next time you open the 
menu, a check mark indicates Auto 
Proof is on. To turn off the option, high¬ 
light it again and press ENTER. 

Check Word. Lets you check individual 
words without checking your entire file. 
Simply select Check Word, type the 
word you want to check, and then press 
ENTER. If the word Is unknown, sug¬ 
gested alternatives are displayed. If the 
word is correctly spelled, a message is 
displayed. 


Dictionary F 4 


Edit... 

Save 


Edit. Lets you remove words that you 
have added to your User's Dictionary 
when checking words. A dialog box ap¬ 
pears, listing the words. Like the pages 
of a dictionary, there are headings for 
the first and last word on the page. 



PG UP 
PG DN 

t i 

OK 


DELETE 

CANCEL 


Edit Dictionary Key Commands 


Displays previous page of words. 
Displays next page of words. 
Highlights a word. 


Accepts deletions (if any). You’ll be prompted to save 
the dictionary on disk when you leave the Spell Checker 
accessory if it has not been saved. 

Removes the highlighted word from the User’s Dictionary. 
Restores the deleted words and returns you to the Spell 
Checker accessory. 


Save. Saves the changes you make to 
your User Dictionary after you use the 
Edit option. 
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Calculator 

It looks just like a regular cal¬ 
culator ... 


Type your numbers using the num¬ 
ber keys on the keyboard, and type 
the functions as they appear on the 
calculator buttons. 



Type ce (or point to ce and click) to 
clear an entry. If you make a calcula¬ 
tion error, such as trying to divide 
by zero , you see the message 
error on the calculator display. 
Use the CA function before you con¬ 
tinue. 


Calculator Functions 

s Changes the sign of a number. 

ce Clears the current entry. 

ca Clears all parts of the calculator, except memory. 

+ Adds the displayed number to the next one you enter. 

Subtracts the next number you enter from the one displayed, 
x Multiplies the displayed number by the next one you enter. 

/ Divides the displayed number by the next one you enter. 

% Lets you use a percentage in a calculation. For example, entering 
200 - 3% produces the result of 200 minus 3 percent (194). 

M+ Adds a number to the amount in the calculator's memory. 

M- Subtracts a number from the amount in the calculator’s memory. 

mc Clears the calculator’s memory. 

MR Displays the calculator’s memory. 
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Phone List 

The Phone List accessory shows 
telephone numbers that you have 
entered in your Address Book. 
This accessory is ideal for jogging 
your memory, or if you have a 
modem installed, you can call 
auto-dial right from your desktop. 
Here's how DeskMate’s Phone 
List looks: i- 


Print. Lets you print a copy of your list. 

Exit. Lets you exit the Phone List acces¬ 
sory. 


Phone List F-. 


Print 

Exit 


Esc 



You can place either of these acces¬ 
sories on your desktop. Refer to the 
"Desktop" article for more Informa¬ 
tion. 


Corkboard 

Use the Corkboard accessory as 
you would a notepad. Your notes 
are stored in the Corkboard file, 
and you can refer to them when¬ 
ever you need them. 


Help r. ft« s 2, ISO*) OesWtale CMJtSHW 
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Nunber F- ; 


Call Ctrl+C 

Hork phone 
s/Hone phone 


Call. Use this option to automatically 
dial a highlighted number on the list if 
you have an auto-dial modem. 


CLEAR. Deletes the contents of the 
Corkboard. 



PRINT. Prints the contents of the 
Corkboard. 


CANCEL. Removes the Corkboard ac¬ 
cessory from the screen. 


Note: Be sure you have defined your 
telecommunications equipment using 
the Communications option in the Setup 
accessory. 

Work Phone. Choose this option to dis¬ 
play work phone numbers (indicated by 
W on the phone list). When this is the 
current option, a check appears next to 
it on the menu. 

Home Phone. Choose this option to dis¬ 
play home phone numbers (indicated by 
H on the phone list). When this is the 
current option, a check appears next to 
it on the menu. 



Key Functions for Corkboard 

PG DN 

Moves cursor to bottom of screen. Pressing again 
displays the next screen. 

PG UP 

Moves the cursor to top of screen. Pressing again 
displays the previous screen. 

CTRL-HOME 

Moves cursor to beginning of the text. 

HOME 

Moves cursor to beginning of the current line in 
Corkboard. 

END 

Moves cursor to end of the current line in Corkboard. 

CTRL-END 

Moves cursor to end of the text. 
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The first calendar you see is based 
on the date displayed in the upper 
left corner of your Desk Mate screen. 


If you want to use the Alarms in 
Calendar , be sure to use this acces¬ 
sory to turn on the alarm function so 
that you can choose Alarm when 
adding a calendar event. The alarm 
then operates as described in the 
"Calendar” article. 


Month 


When you select the Month acces¬ 
sory, you’ll see the current month¬ 
ly calendar so that you can quickly 
check a date. 


P Displays previous month 
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Alarm 

This accessory lets you turn on the 
Alarm function and also set a 
Quick Alarm. 


, N Displays next month 


-CTRL-N Displays same 
month, next 
year 


CTRL-P Displays same month, 
previous year 


The first time you select Alarm, 
you’ll be asked to insert the disk¬ 
ette that contains the file, PER- 
SONAL.CAL. Do so, and press 

ENTER. 


When you select Alarm, you see 
the following: 


Off. Turns off the Alarm 
function but retains all the 
entered time settings. When 
you start DeskMate, the alarm 
is off. 


On. Turns on the Alarm 
function so that you can 
either set a Quick Alarm or 
use Alarm in the Calendar 
application. 
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Quick Alarm Time. Use this option if you 
want to enter an alarm time that is not 
associated with an event in the Calendar 
application. Type the time and choose 
either am or pm. 


Message. Type a description of the 
event for which the alarm is set. When 
the alarm sounds, you can select the F9 
key to display the message. 
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To Do List 

The To Do List accessory lets you 
display an agenda box so that you 
can monitor your day’s schedule 
demands “at a glance.” If you add 
new activities to your calendar 
(using the Calendar application) 
that affect the current date, these 
appear automatically on the agen¬ 
da. 


If two or more events occur on the 
same date, they arc displayed ac¬ 
cording to the start time. Events 
(notes on the daily calendar) that 
do not include a time are listed 
before the events with a time. 

When you select To Do List, you 
might see an agenda box that looks 
like this: 



Annual Occasion. If either 
a Calendar-defined holi¬ 
day or an annual occasion 
is listed on the current 
date in Calendar, it is dis¬ 
played first on the Things 
To Do agenda. If two or 
more annual occasions 
occur on the same date, 
they are displayed al¬ 
phabetically. 


Reminders. Following annual oc¬ 
casions, reminders are displayed on the 
Things To Do agenda. If two or more 
reminders occur on the same date, they 
appear alphabetically. 


Events. Events are displayed following 
the reminders. Your day’s events are 
automatically removed from the To Do 
List as their beginning times expire. 

Note: Due to space limitations, only the 
start time (entered when you added the 
event) is displayed. 


Due to space limitation on the 
desktop, To Do List does not ap¬ 
pear in the Desktop Menu’s Dis¬ 
play option list box. When there is 
adequate room on the desktop for 
the To Do List, it will appear in the 
Display option box. 

See the “Desktop” article in this 
magazine for further information 
on rearranging your desktop. 


The agenda can hold only 12 ac¬ 
tivities, so if you have 12 annual 
occasions that are currently dis¬ 
played on the agenda, there is no 
room for any reminders or events. 
As activities originally listed are 
deleted, additional events, if any, 
will be displayed. 


If you want to install the To Do List 
on your desktop, you must remove 
some application boxes and/or ac¬ 
cessories. 
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Task Switch 

You can move between two Desk- 
Mate applications or a DeskMatc 
application and another software 
program using this accessory. 

You can choose another DeskMate 
application or software program as 
a second task in one of two ways. 

From the desktop: 

• Select a DeskMate application 
as a second task by selecting it 


from its application box or the 
Programs list box. 

If you choose Task Switch while 
the desktop is displayed, the Run 
dialog box appears automatically. 

or 

• Select another software pro¬ 
gram using the File Menu’s Run 
option. A dialog box is dis¬ 
played. 


alt= lets you choose the Task 
Switch accessory without pulling 
down the Accessory Menu. 


Program. Type the name 
of the program you want 
to switch to. 


Data file. Type the name of 
the data file you want to 
use. or leave blank. If you 
leave the prompt blank. 
DeskMate runs the pro¬ 
gram without opening a 
corresponding file. 
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CPU clock speed. Choose Normal or 
Fast. 

Normal runs the program at the normal 
CPU speed. 

Note: Some software packages, such as 
games and speed-sensitive programs, 
require you to run them at normal clock 
speed to ensure that they operate 
properly. 

Fast runs the program at the higher 
CPU speed, if your computer supports 
this. The speed setting defaults to Fast, 
and we suggest that you use it to run 
DeskMate applications. 


From Within an Application: 

Choose Task switch while you are 
in an application. You automat¬ 
ically return to the desktop. Then, 
select the File Menu’s Run option 
and type the program name and 
data file at the appropriate prompts 
in the dialog box. 

Now, by selecting Task switch (or 
pressing alt=) you can move 
directly between the two 
programs. 


To end a task, exit in the normal 
manner. You will return to the 
desktop. If you try to exit Desk- 
Mate from the desktop, and there 
is still a task in memory, you return 
to that application. Exit the ap¬ 
plication normally and when you 
return to the desktop, you can then 
exit DeskMate. 


When you store information on 
diskette or access your disk drives 
in any way , be sure that you have 
the correct diskette(s) in the drive(s) 
for the software you are currently 
using. 


Some Notes About 
Task Switch 

• When you start a new task 
that is not a DeskMate ap¬ 
plication, you might need to 
change to the directory that 
the new program uses. 

• If you task switch to Com- 
mand.com, you must type 
exit to return to the 
desktop. 

• If you are using another 
graphics program other than 
DeskMate, Task Switching 
might not occur. You might 
need to exit the other pro¬ 
gram so that DeskMate can 
restore the desktop. 


Considerations When Running Task Switch 

• You cannot use Task Switch at the same time you are running terminate 
and stay-resident (always in memory) programs, such as Microsoft Win¬ 
dows, Sidekick, and other similar programs. 

• You cannot use Task Switch with other software that requires you to reset 
the computer in order to load. 

• You cannot task switch with BASIC, using a mouse. 

• You cannot task switch with programs that “take over" the keyboard. You 
will know if your program does this by pressing the ALT = key sequence. If 
nothing happens, your program controls the keyboard. 
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Techniques Box 


Opening a DeskMate Application 

• If the application appears on the desktop, press tab 
to highlight the application, and then press enter. 

or 

• If the application is not on the desktop, press F2 to 
pull down the File Menu. Then, press J until you 
highlight Run and press enter. 

A dialog box appears and you can type the applica¬ 
tion name at the Program: prompt and, if you wish, 
the name of the file you want to open at the Data 
file: prompt. Press enter to select ok and open 
the application or file. 

Selecting Menu Options 

1 . Press a function key (F2-F10). 

2. Press 1 to highlight the desired option. 

3. Press enter. 


Note: Sometimes you must highlight information on the screen 
before you can use a specific option (for example. Copy on the 
Edit Menu. 

Moving Around a Dialog Box 

• tab moves the cursor to the next field, (shift-tab 
moves the cursor backward.) 

• Arrow keys move the cursor within a group of buttons 
or check boxes. 

• Space bar chooses an underlined button or check 
box. (Space bar also unchecks a check box.) 

• enter automatically selects ok. 

• esc automatically selects cancel. 

Correcting Typing Errors 

backspace deletes the character to the left of the cur¬ 
sor. 

delete deletes the character to the right of the cursor. 



Put Your Thoughts on Paper! 

A printer enables you to print your text documents, 
database files, spreadsheets, phone lists — you can even 
use DeskMate to create form letters that access the mailing 
lists you create with DeskMate’s Address Book feature. 
You can also print monthly appointment calendars, “to do” 
lists, phone directories or address lists. And, if you have a 
dot-matrix or laser printer, you can print graphics or il¬ 
lustrations that you’ve composed using DeskMate’s Draw 
application. Try putting graphics in your Text documents 
or Filer reports to add a professional flair! 
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Address Book 


Address Book lets you group related addresses together 
into lists and use them for printing as well as reference. 
Instead of having a different address book for each of your 
activities, you can keep all your lists in DeskMate’s Ad¬ 
dress Book. 


Attention Diskette Users: 

If you are using diskettes to run 
DeskMate, you might be asked to 
insert another diskette. Insert the 
new diskette and press enter. 


When it comes to keeping track of 
addresses, there are two kinds of 
people in the world: those who 
meticulously keep separate ad¬ 
dress lists for each of their ac¬ 
tivities and those who are doing 
good to keep a single address. 

Whichever group you’re in, Ad¬ 
dress Book will suit you perfectly 
because you can keep one list or up 
to 25 separate address lists — all in 
one electronic address book. 


way that works best for you. This 
article is designed to help you get 
started adding, updating, and delet¬ 
ing addresses in one or more lists. 
In addition, you’ll get some ideas 
for setting up your own lists. 

Checking Out the Address Book 
Screen 

You can access Address Book 
from the desktop or from within 
another DeskMate application. 
Refer to the Techniques Box in this 



Status line — lets you know two 
things: 

• How many addresses are in the 
current list (or the entire book) 

• Which field you’re in 


Title bar — lets you know 
what you're viewing, either 
a particular list or all the ad¬ 
dresses in the book. If 
you’re viewing a particular 
list, that list is called the cur - 
rent list . 


Index list box — provides an index to the 
addresses in either the entire Address 
Book or the current list. The addresses 
are listed alphabetically by last name, 
and you can view a complete address 
simply by highlighting the appropriate 
name in the box. 


Dates to Remember/Notes — lets 
you enter special dates and then 
attach a label to each date. You 
can use the Note field to jot down 
reminders/information about the 
address listing. To enter a date, 
use the formats mm-dd-yy, 
MM-DD-YYYY, MM/DD/YY, Or 
mm/dd/yyyy. (You must enter a 
year. If you do not know the year, 
simply enter zeros.) 


Member Of list box — lets you 
know which lists contain the 
currently displayed address. 


You can use the application in any article for further information. 


Address record — lets you enter 
the information for each ad¬ 
dress. The record is divided into 
several fields. 
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Entering Addresses 

When you first start Address Book, 
the View Menu’s All option is al¬ 
ready selected for you. Therefore, 
when you add addresses, you are 
adding them to the entire address 
book, not a specific list. You can 
also use this view to display all 
addresses in the book, regardless of 
which lists the addresses might be 
in. 

You can immediately begin enter¬ 
ing addresses. Try it: 

1. Type a courtesy title, such as 
Mr., in the Title field. 

backspace deletes the character to 
the left of the cursor. 

delete deletes the character to the 
right of the cursor. 

2 . Move to the next field by 
pressing tab. 

3. Enter the remaining address 
items in the same way. 

If you wish, you can change 
Birthday and Anniversary to 
other date reminders. Press tab to 
highlight the word, and then simply 
type over it. If you don’t want to 
change these words, press tab to 
skip them. 

When you finish entering the ad¬ 
dress, you can store it using the 
simple process explained in the 
next section. 

Storing Addresses and Adding 
Additional Addresses 
To add another address and store 
the current address, select Add 
from the Address Menu. (Or, press 
ctrl-a, the accelerator for Add.) 
As Address Book displays another 


blank record, it stores the previous 
address and adds it to the Index list 
box. 

You can enter addresses in any 
order because Address Book auto- 
matically alphabetizes by last 
name. 

When you finish adding addresses, 
select any available option other 
than an Edit Menu option. Address 
Book stores the current address 
and performs the action you chose. 


Because Address Book stores all 
addresses In the file personal.adr, 
you lose the addresses if you delete 
this file. For this reason, you should 
always keep a copy of this file. (You 
can use the Copy option in the File 
Menu to make a copy on another 
diskette.) 


Viewing Addresses 

To view any address in the book, 
move the cursor to the Index list 
box and then use | or [ to highlight 
the appropriate name. 


You can quickly find a name by 
simply typing the letter in the al¬ 
phabet that corresponds to the first 
letter in the name. For example, type 
s to find Smith. 



Deleting an Address from the 
Book 

To delete an address from the en¬ 
tire book, display it on the screen 
and select Delete from the Ad¬ 
dress Menu. (Or, press ctrl-d, the 
accelerator for Delete.) When 
asked if you’re sure you want to 
delete the record, press enter. 
Notice that the address disappears 
from the Index list box. 


If you need assistance while work¬ 
ing with this application, press fi to 
access the on-line help. A tutorial on 
Address Book is also available. 
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Modifying Address Information 

To change any information in an 
address, simply highlight the infor¬ 
mation in the address record you 
want to change and type over it. 
Then, select any menu option 
(other than an Edit Menu option) to 
store the changed address. 


Creating Additional Lists 

After awhile, you might want to try 
your hand at working with another 
address list. To create your own 
lists, such as one for a church group 
you’re active in, do the following: 

1. Select New from the List Menu. 
A dialog box appears. 

2. Type the list name church. 


Techniques Box 


Opening a DeskMate Application 

• if the application appears on the desktop, press tab 
to highlight the application, and then press enter. 

or 

• If the application is not on the desktop, press F 2 to 
pull down the File Menu. Then, press 1 until you 
highlight Run and press enter. 

A dialog box appears, and you can type the applica¬ 
tion name at the Program: prompt. Press enter to 
select ok and open the application or file. 

Selecting Menu Options 

1 . Press a function key (F2-fio). 

2. Press i to highlight the desired option. 

3. Press enter. 

Note: Sometimes you must highlight information on the screen 

before you can use a specific option (for example, Copy on the 

Edit Menu). 

Moving Around a Dialog Box 

• tab moves the cursor to the next field, (shift-tab 
moves the cursor backward.) 

• Arrow keys move the cursor within a group of buttons 
or check boxes. 

• Space bar chooses an underlined button or check 
box. (Space bar also unchecks a check box.) 

• enter automatically selects ok. 

• esc automatically selects cancel. 

Correcting Typing Errors 

backspace deletes the character to the left of the cur¬ 
sor. 

delete deletes the character to the right of the cursor. 


Highlighting Multiple/Consecutive Lists 

Consecutive lists: 

• Press shift- J. 

Non-consecutive lists: 

1. Highlight the first list. 

2. Press CTRL-i to move down the list box. 

3 . Press Ctrl and the space bar on each list you want 
to highlight. 

Scrolling the Index List Box to View an Address 

Use the scroll arrows, use the i and f keys, or type the 
first letter of the last name you’re looking for. 

Viewing a Single Address List 

1. Select By list from the View Menu. 

2. Highlight the desired list. 

3 . Press ENTER. 

Viewing All Addresses 

• Select All from the View Menu. 

Viewing Address Book and Phone List Together 

Address Book and the Phone List accessory access the 
same information. Therefore, you can find any Address 
Book phone number from anywhere in DeskMate simply 
by selecting Phone List. 
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3. Press enter to complete the 
task. 

Address Book creates the list and 
displays an address record for that 
list. 

Now add a few addresses to the 
Church list, using the procedures 
outlined in “Entering Addresses.” 
Include only new addresses you 
haven’t put in the book before. 
When you view all addresses 
again, you'll see that the addresses 
in the Church list are automatically 
added to the index for the entire 
book. 

Viewing Lists 

After creating additional lists, you 
can easily view the addresses in an 
individual list using the By list op¬ 
tion on the View Menu. Simply 
select the option, highlight the list 
you want to view, and press enter. 
The name of the current list ap¬ 
pears in the title bar and the Index 
list box displays only the names in 
that list. 

Adding Addresses to Another 
List 

You can add the address currently 
displayed to another list. Simply 
select Add to list from the Ad¬ 
dress Menu to display all available 
lists. Highlight the list(s) to which 
you want to add the displayed ad¬ 
dress. Once you press enter, the 
Member Of list box indicates that 
the displayed address is now a 
member of the chosen list(s). 

Deleting Addresses from a List 

To delete an address from a spe¬ 
cific list, display the address you 


you wish to delete, and then select 
the Address Menu’s Delete from 
list option. Address Book dis¬ 
plays all available address lists. 
Highlight the address list(s) from 
which you want to delete the ad¬ 
dress. Then, press enter. 

Preview of Other Address Book 
Options 

By now, you have the gist of Ad¬ 
dress Book. Several of the remain¬ 
ing Address Book options simply 
help store and view addresses more 
quickly. For example, you can: 

• Add the displayed address to 
another list without leaving the 
current list 

• Find an address or group of ad¬ 
dresses by simply specifying 
any string of characters that ap¬ 
pears in them 

• Merge all the addresses from 
another list into the current list 

Other menu options let you really 
put your stored addresses to work. 
Using them, you can: 

• Dial a highlighted phone num¬ 
ber (if you have an auto-dial 
modem) 

• Print out mailing labels 

• Merge information with Text 
documents to print form letters 

DeskMate’s on-line help (fi) 
provides detailed information 
about all these tasks. 

To return to the desktop, simply 
select Exit from the File Menu, or 
press esc. 


Do not confuse the Delete from list 
option with the Delete option. The 
Delete option removes the address 
from the entire book. 
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7777 Heaven 
Anylown 
Company nane 
Work: 


Hone: (111)111-1111 


^ rtenber Of ♦ 


Dales lo Renenber 
03-20-1929 Birthday 


Xnas Cards 


Noles 


f flenber Of f 


i/onpany nane- 
Hork: 


Hone: (555)555-5555 


Dales to Renenber 
06-10-1930 Birthday 
02-01-1951 Anniversary 


Holes 


CHRISTMAS 

CARDS 


Index 


Bacy, Lillian 
Cool, Calvin 
Bough, John 
Fletcher, Beverly 
Grubb, Cindy 
Henderson, Antonii 
Jones, Frank 
Jones, Sylvia 
Mitchell, Jeania 
Snell in?, Linda 


CHURCH 

MEMBERS 


CLIENTS 


Title First Last 

Hr. Antoni i Henderson 

1846 Wisteria 

Anytown AH 01000 

Company nane: Tonii's Basketball Bonanza 
Hork: (111)111-1111 Hone: (111)111-11 


1110 


Dates to Renenber 
01-13-1977 Birthday 


Cl lents 


Holes 
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Calendar 


Effective time management begins with an organized 
calendar. DeskMate’s Calendar application can help you 
schedule your valuable time. Once you are organized, 
you ’ll feel like you’ve been granted several more hours in 
each day! 


Calendar lets you schedule your 
appointments, meetings, and 
events without the clutter of bul¬ 
letin boards and paper calendars. 
You can tailor your calendar to in¬ 
clude dates of special significance 
to you, such as birthdays or an¬ 
niversaries, and even include daily 
reminders — remember that dose 


This article tells you how to start 
Calendar and suggests some inter¬ 
esting ways to use it. (Refer to the 
Techniques Box in this article for 
further information.) 

When you first enter Calendar, you 
see a monthly calendar (named 
PERSONAL). 


Attention Diskette Users: 

If you are using diskettes to run 
DeskMate, you might be asked to 
insert another DeskMate diskette. 
Insert the new diskette and press 
ENTEa 
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tab moves the cursor forward. 
shift-tab moves the cursor back¬ 
ward. 


mm = month, dd = day, and yyyy = 
year. For example, August 4,1989 Is 
typed as 08/04/1989. 


You can quickly access the different 
calendars without using the Display 
Menu. Refer to the Accelerator Key 
Functions box in this article for a list 
of keys. 


i 

Th 

hmi v." ‘ 



You're alone in the office at the 
end of a long day. You’ve just fil¬ 
tered through your mail and 
noticed the concert tickets for next 
month. 

“Great!” you say aloud. The tickets 
were hard to get, but you managed, 
and now you can look forward to a 
wonderful evening. 


6. At the End time : prompt, type 
noo, and then choose the pm 
button. 

This prompt is optional. Pressing 
TAB lets you bypass the prompt. 

7. At the Description: prompt, 
type concert. 

8. Press ENTER. 


It’s a long time between now and 
the concert, and you surely don’t 
want to forget, so you decide to add 
the event to your PERSONAL 
calendar. 

Scheduling an Event 

1. At a monthly calendar, press F6 
to display the Event Menu. 

2. Press i to highlight Add, and 
then press enter. 

A dialog box appears. Today’s 
date appears at the Event 
date: prompt. 

3. Press shift-tab to move the 
cursor back to the Event date: 
prompt, and type a date ap¬ 
proximately one month from 
today using the format 
mm/dd/yyyy. 

4. At the Start time: prompt, 
type 0800, the time the concert 
begins. 

5. Move the cursor to the am/pm 
buttons and use -* or «- to 
underline the pm button. Then, 
press the space bar. 


The monthly calendar reappears, 
and a bar graph appears on the day 
of the event to indicate that you 
have something scheduled. You 
can view this event by highlighting 
the date and pressing enter. 

With the deed complete, you leave 
the office and head for home, con¬ 
fident that DeskMate’s Calendar 
won’t let you forget the special 
event. 

Two weeks later, your son Tad 
calls from school. He couldn’t wait 
to let you know that he made the 
Varsity basketball team! He tells 
you the date of his first big game, 
and when you hang up, smiling, 
you turn to your DeskMate Calen¬ 
dar. This is one date you don’t want 
to forget... 

Searching for a Date 

l. To display your schedule for 
the date of Tad’s basketball 
game, select Find date from 
the Search Menu on a monthly 
calendar. 
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2. Type the date of the game 
(which happens to be the same 
date you entered for the con¬ 
cert). 

3. Press ENTER. 

The monthly calendar for that 
date appears. 

4. To display the daily calendar, 
press CTRL-D. 

Whoops! The big basketball game 
is the same evening as the concert. 
Now what? You decide to be the 
“model parent” and go to your 
son’s basketball game, so you offer 
the concert tickets to your boss. 



When your boss, Ms. Snelling, 
consults her DcskMate Calendar, 
she discovers that the concert date 
is also her nearly forgotten wed¬ 
ding anniversary. The concert tick¬ 
ets will be the perfect gift for a 
perfect evening. She smiles at you 
with gratitude in her eyes, and you 
stroll back to your office, confident 
that you made the right decision. 

Printing an Agenda 

If you have a printer, you can easily 
print out an agenda to take with you 
to meetings or on trips. You can 
print yearly, monthly, or daily 
calendars. 

Simply display the calendar format 


you want to print (daily, monthly, 
or yearly), and select Print from 
the File Menu. A dialog box ap¬ 
pears so that you can enter a range 
of dates. 

A Calendar for All 
Seasons 

From the PERSONAL calendar, 
you can add up to 19 additional 
calendars using the New option on 
the Calendars Menu. You might 
want to create different categories 
of calendars, for example, a calen¬ 
dar for business and one for per¬ 
sonal events. Or, you might even 
have separate calendars for or¬ 
ganizational commitments, such as 
the Arts Council, school board, and 
church activities. You should be 
able to cover all your activities in 
twenty calendars (including PER¬ 
SONAL). If not, maybe it’s time to 
slow down. 

To access the calendars you create, 
first open the Calendar application; 
you automatically go to the PER- 
SONALcalendar (or the last calen¬ 
dar you used). Then, use the Open 
option on the Calendars Menu to 
display the list of calendars you 
have created. 

Highlight a calendar name, and 
press enter to open that calendar. 

Now, take a few minutes to explore 
some of the other features in Calen¬ 
dar. You might start by adding a 
few annual occasions, such as an¬ 
niversaries or birthdays. 

When you’re ready to exit Calen¬ 
dar and return to the desktop, select 
Exit from the File Menu (or press 
esc). The desktop screen appears. 


Before you print, be sure you have 
told DeskMate the type of printer 
you are using. For more informa¬ 
tion, refer to the "Accessories" ar¬ 
ticle. 

Annual occasions are saved by the 
Calendar application and will reap¬ 
pear year after year. 


Accelerator Key Functions 

CTRL-A 

Add an event 

CTRL-C 

Change an event on a 
daily calendar 

CTRL-R 

Remove an event on a 
daily calendar 

CTRL-INS 

Copies a section of 
text 

CTRL-D 

Display a daily calen¬ 
dar 

CTRL-M 

Display a monthly cal¬ 
endar 

CTRL-W 

Display a weekly cal¬ 
endar 

CTRL-Y 

Display a yearly calen¬ 
dar 

ENTER 

On a weekly calendar, 
view the event indi¬ 
cated by the cursor. 

On a monthly calen¬ 
dar, view the daily 
calendar for the date 
indicated by the cursor 

DEL 

Clear highlighted text 

SHIFT-DEL 

Cut a highlighted sec¬ 
tion of text 

SHIFT-INS 

Paste the contents of 
the clipboard 

ALT-N 

Move the cursor to the 
next day, week, month, 
or year 

ALT-P 

Move the cursor to the 
previous day, week, 
month, or year 

ctrl-home Move the cursor to 
the beginning of a 
daily calendar 

CTRL-END 

Move the cursor to 
the end of a daily 
calendar 
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Practical Uses for 
Calendar 

You can create up to 20 individual 
calendars. 

Here are some examples of types 
of calendars you might use. 



Techniques Box 


Opening a DeskMate Application 

• If the application appears on the desktop, press tab 
to highlight the application, and then press enter. 

or 

• If the application is not on the desktop, press F2 to 
pull down the File Menu. Then, press J until you 
highlight Run, and press enter. 

A dialog box appears, and you can type the ap¬ 
plication name at the Program: prompt. Press 
enter to select ok and open the application. 

Selecting Menu Options 

1. Press a function key (F2-F10). 

2. Press i to highlight the desired option. 

3. Press ENTER. 

Note: Sometimes you must highlight information on the screen 

before you can use a specific option (for example, Copy on the 

Edit Menu). 

Moving Around a Dialog Box 

• tab moves the cursor to the next field, (shift-tab 
moves the cursor backward.) 

• Arrow keys move the cursor within a group of buttons 
or check boxes. 

• Space bar chooses an underlined button or check 
box. (Space bar also unchecks a check box.) 

• enter automatically selects ok. 

• esc automatically selects cancel. 

Correcting Typing Errors 

backspace deletes the character to the left of the cur¬ 
sor. 

delete deletes the character to the right of the cursor. 


Moving the Cursor 

Using the Keyboard: 

Daily calendar — Press f or i to move the cursor one 
event up or down on the list. 

Weekly calendar — Press f or i to move the cursor 
to the previous or next day of the week. Press «- or 
-*> to move the cursor backward or forward through 
the time slots (15 minutes). 

To display time slots not currently on the screen, 
move the cursor to the farthest point on the grid in the 
direction you want to move, and press the appropriate 
arrow key. 

Monthly calendar — Press t or | to move the cursor 
to the same day of the previous or next week. Press 
*- or -*• to move the cursor backward or forward one 
day. 

Yearly calendar — Press f or | to move the cursor 
three months backward or forward. Press«- or -*■ to 
move the cursor to the previous or next month. 

Using a Mouse: 

Position the cursor anywhere on a calendar by point¬ 
ing to the desired location and clicking. You can also 
move the cursor by clicking on the arrow buttons on 
the menu bar. 

To display time slots on the weekly calendar not cur¬ 
rently on the screen, move the cursor to the farthest 
point on the grid in the direction you want to move, 
and click on the appropriate arrow buttons. 
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Desktop 



The desktop is your “window ” into DeskMate. You can 
organize your desktop so that the applications and acces¬ 
sories that you use are at your fingertips. 


The desktop is DeskMate’s central 
screen. It organizes your applica¬ 
tions and accessories so that you 
can easily see them and access 
them. From the desktop, you can 
also manage your files, directories, 
and disks. For example, you can 


use the desktop’s menu options to 
copy, delete, and rename files; 
change, create, and delete direc¬ 
tories; and format your disks. 

When you first run DeskMate, 
your desktop looks similar to this: 



Programs list box—displays all applica¬ 
tions on the current diskette or hard 
disk, regardless of whether they are cur¬ 
rently displayed on the desktop in an 
application box. 

V _ 


Title bar — displays the current date and 
time. It also shows the application (or 
file) you are using. 


Menu bar — indicates the menus that 
you can choose by pressing a function 
key (f 2 -fio). Each menu contains options 
for the specific directory you are using. 


Ip Ray 5. 1389 


me F jDlrcctonjf 
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Application boxes — DeskMate’s main 
programs (applications). Some applica¬ 
tion boxes are also list boxes because 
they include a list of files you have 
created for that application. You can dis¬ 
play application boxes on the desktop 
for any of the applications. 


Autoconfig box — a list box that auto¬ 
matically decides its name and contents 
based on the current directory or disk¬ 
ette. 


Accessories — special DeskMate tools, 
some of which you can display on the 
screen for easy access. 
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After you remove an application box 
from the desktop , it appears in the 
list box that is displayed when you 
choose the Display option from the 
Desktop Menu. 


if you have any questions , press fi 
to access DeskMate’s extensive on¬ 
line help. 


Customizing Your 
Desktop 

As you run DeskMate, you might 
find that you use some applications 
and accessories more than others. 
For convenience, you might want 
to display these applications and 
accessories on the desktop. 

Displaying an Application 
Box 

Before you can display an applica¬ 
tion box, you might have to make 
room for it on the desktop. Remov¬ 
ing an application box for an ap¬ 
plication you seldom use does not 
erase it from the DeskMate pro¬ 
gram — you can choose to 
redisplay it later. 

To remove an application box 
from the desktop: 

1. Press tab until you highlight 
the application box you want 
to remove. 

2. Press F7 to display the Desktop 
Menu. 

3. Press i until you highlight 
Remove. 

4. Press ENTER. 

The list box you highlighted disap¬ 
pears from the desktop. 

Now you have room to display 
another application box on the 
desktop. 

To display a box on the 
desktop: 

1. Press F7 to display the Desktop 
Menu. 

2. Press J until you highlight 
Display, and press enter. 


3. Use the arrow keys to highlight 
the name of the application 
you want to display. 



Menus list box — lists 
the application boxes 
that you can display. 


Box size options — let 
you select the size of 
your application box. 


4. If you want to change the 
default box size, press tab to 
move the cursor to the box size 
options, use the arrow keys to 
underline the desired button, 
and then press the space bar. 


Each application has a default size, 
and for some, you cannot change 
this size. 

5. Press tab to move the cursor to 
the ok button, and press the 
space bar. 

After entering the required infor¬ 
mation, you can choose OK, without 
moving the cursor to the OK button, 
by simply pressing ENTER. If you 
want to cancel the option and 
remove the dialog box from the 
screen, select the cancel button or 
simply press ESC. 

The desktop returns and you 
see a dotted box that represents 
the new application box. 
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6. Use the arrow keys to move the 
dotted box to where you want 
the box to appear on the 
desktop. 

7. Press enter to make the box 
appear. 

You can now select this application 
from the desktop by pressing tab 
until you highlight the box and then 
pressing enter. 


Managing Your Files 

You can copy and delete your files 
or change DeskMate’s current 
drive or directory (or change disk¬ 
ettes) so that you can access dif¬ 
ferent files. You can even change 
the way you view your files. 

Changing the Desktop View. 
DeskMate provides two methods 
for looking at the information on 
your disk drivc(s). The first 
method is the Menus View, which 
is the screen you see the first time 
you start DeskMate. The Menus 
View shows applications and their 
associated files in application 
boxes (and application list boxes). 
The second method, the Tree 
View, shows the directories on the 
current drive in a tree configura¬ 
tion. 

To change from the Menus View 
to the Tree View, simply select 
Tree from the View Menu. 


To run DeskMate applications 
from the Tree View, select the ap¬ 
plication name from the directory 
list box, or select a data file that 
displays the application name in 
the Program column. 


See the Using the Tree View box 
in this article for more information 
about files and directories. 

Changing to a Different Drive or 
Directory. Using the Change op¬ 
tion on the Directory Menu lets you 
access files you have created in 
various directories or on separate 
diskettes. 

Formatting a Diskette. Before 
you can store data on a diskette, 
you must prepare it for the infor¬ 
mation by using the Format option 
on the Disk Menu. 

Copying a Diskette. Use the Disk- 
copy option on the Disk Menu to 
make one or more copies of the 
information on a diskette. 

Deleting a File. You can use the 
Delete option on the File Menu to 
delete duplicate or unwanted files 
from a disk to create additional 
storage space. 

Before you attempt to delete a file, 
be sure that you are in the right 
directory. See “Changing to a Dif¬ 
ferent Drive or Directory.” 


If the file that you want to delete 
appears in an application list box 
on the desktop, highlight that file. 
Then, select the Delete option on 
the File Menu and press enter. 

A dialog box appears with the 
name of the file you highlighted. If 
you did not highlight a name (for 
example, if the file was not on the 
desktop), type the filename you 
want to delete. Press enter to 
delete the file. 


Copying a File. You can use the 
Copy option on the File Menu to 
copy a file to any directory on any 
disk. If you want, you can also give 
the copy a new name. 

If the file you want to copy appears 
in an application list box on the 
desktop, highlight that file. Then, 
select the Copy option from the 
File Menu. Type the name you 
want to give the copy (including 
the drive and directory if different 
from the current drive and direc¬ 
tory) and press enter to copy the 
file. 


Working with Files and 
Directories 

A file is simply a division of a disk 
that contains specific information 
— perhaps an application pro¬ 
gram, a DeskMate accessory, in¬ 
formation needed to “drive" a 
certain printer or monitor, just 
about anything. In DeskMate, the 
files you will be most aware of are 
those you create to store data 
such as letters, reports, and 
graphics. 


A directory is a larger division of 
a disk that can contain files, other 
directories, or both. It is not 
necessary to create directories 
on a diskette-based system. In¬ 
stead, you might choose to use a 
different diskette for each group 
of files you create. However, if 
you use a hard disk, you have 
much more disk space and will 
need to create directories to keep 
your files organized. 
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Sorting Your Filenames. You can 
reorder your filenames in the Tree 
View by selecting the desired sort 
function from the Sort by Menu. 

Updating the Desktop Screen. 
You can use the File Menu’s Up¬ 
date screen option to have Desk- 
Mate re-read the disk (diskette) 
files (for example, after you switch 
diskettes). If you are at the desktop, 
DeskMate updates the screen, 
showing the files on the current 
disk. If you are at the Tree screen. 


DeskMate redraws the tree, dis¬ 
playing the files on the current 
disk. 

You now have a good idea of how 
to use the desktop to organize your 
files. Because the desktop is your 
“window” into DeskMate, it needs 
to be a reflection of the way you 
use DeskMate. Feel free to cus¬ 
tomize the desktop so that it meets 
your individual needs. 


Using the Tree View 

The desktop’s Tree View provides a graphic representation of the current disk’s contents, showing the relative 
locations of the various directories. 

The following chart shows four directories: the directory Letter, its subdirectories Business and Personal, and the 
directory Pictures. (Letter is the Parent directory for the Business and Personal subdirectories. Also shown are files 
for the Personal subdirectory.) 


C:\ 


Letter 





Business 


Personal 




Pictures 



Filename 

Ext. 

Size 

Date 

Time 

Program 

AUNTLEE 

.DOC 

33116 

7-24-88 

12:05pm 

TEXT.PDM 

DEARMOM 

.DOC 

15334 

7-12-88 

3:07pm 

TEXT.PDM 

GRANDPA 

.DOC 

12440 

9-20-88 

7:00pm 

TEXT.PDM 


Press <Esc> to return to tree. 
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Practical Uses for the Desktop 



Using the Autoconfig List Box 


The Autoconfig list box appears as 
the center box on the lower section 
of your desktop. Its title and con¬ 
tents change depending on the cur¬ 
rent directory or diskette you are 
using. 


Using Autoconfig on a Hard 
Disk Computer 

If you store lots of files for a 
specific application, you might 
want to create a special directory 
within DeskMate for that applica¬ 
tion. Using the Createauto option 
lets you store the application and 
its files in the Autoconfig list box. 

1. Create a new directory. 

2. Change to that directory. 

3. Use the Desktop Menu’s 
Createauto option to assign an 
application to the directory’s 
Autoconfig box. 


Using Autoconfig on a Diskette- 
Based Computer 

If you use diskettes to run Desk- 
Mate, you might have too many 
files for a specific application to 
store on your DeskMate diskette. 
You can, however, create a special 
diskette to store one specific ap¬ 
plication and its files. The applica¬ 
tion and files will then appear in the 
Autoconfig box when you insert 
the diskette. 

To create a special diskette for an 
application: 

1. Copy the application ( applica - 
tion. pdm) to a formatted disk¬ 
ette. 

2. Be sure that the designated 
drive contains the diskette. 

3. Use the Createauto option on 
the Desktop Menu to assign 
the application to the Autocon¬ 
fig box. 


When you insert the diskette and 
update the screen, that application 
and its files appear in the Autocon¬ 
fig list box. Any files you create for 
that application will be stored on 
this diskette. 


Using Autoconfig with 
DeskMate-Compatible 
Programs 

Tandy and other companies 
have programs especially written 
to run with DeskMate. Most of 
these programs will automatically 
appear in the Autoconfig box 
when you insert the program 
diskette and update the screen 
(ctrl-u). 


When you change to the new direc¬ 
tory, the application and its files 
appear in the Autoconfig box. You 
can then access the application, 
and any files you create will be 
stored in this directory. 
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Installing Other Software 
Packages 

Many companies are now writing 
programs that use the DeskMate 
interface. These programs will al¬ 
ways display one of the DeskMate 
User Interface logos on the outside 
of the package. These program 
packages have special files that 
make installing them easy. 


IF DeskMate 

User Interface by Tandy 


If DeskMate 

£Sm User Interface by Tandy 


Special Version for Childrens’ Use 


The installation process is auto¬ 
matic. Just use the Install option on 
the Desktop Menu, and follow the 
instructions from there. 

Once the software package is in¬ 
stalled, you can run it as you would 
any DeskMate application. 


See the manual that comes with 
your new software program for 
specific information . 



Techniques Box 


Opening a DeskMate Application 

• if the application appears on the desktop, press tab 
to highlight the application, and then press enter. 

or 

• If the application is not on the desktop, press F2 to 
pull down the File Menu. Then, press J until you 
highlight Run, and press enter. 

A dialog box appears, and you can type the applica¬ 
tion name at the Program: prompt and, if you wish, 
the name of the file you want to open at the Data 
file : prompt. Press enter to select ok and open the 
application or file. 

Selecting Menu Options 

1. Press a function key (F2-F10). 

2. Press l to highlight the desired option. 

3. Press enter. 


Note: Sometimes you must highlight information on the screen 

before you can use a specific option. 

Moving Around a Dialog Box 

• tab moves the cursor to the next field, (shift-tab 
moves the cursor backward.) 

• Arrow keys move the cursor within a group of buttons 
or check boxes. 

• Space bar chooses an underlined button or check 
box. (Space bar also unchecks a check box.) 

• enter automatically selects ok. 

• esc automatically selects cancel. 

Correcting Typing Errors 

backspace deletes the character to the left of the cursor. 

delete deletes the character to the right of the cursor. 
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Draw 


Never worry that you can’t draw a straight line again. 
Using DeskMate’s Draw you can create pictures and 
designs by simply selecting a shape, changing a color, or 
altering a design. You can add text and alter the size of 
your drawing, too. 


The Draw application gives you 
the capability to design and store 
colorful, artistic creations using 
drawing tools such as squares, 
circles, lines, and free-hand styles. 
Draw also features different styles 
of text and clip art — predrawn 
artwork that you can move and ad¬ 
just just like any other design. 

The Birthday Card 

Uncle Wilbur is 83 years old. He’s 
had just about every kind of greet¬ 
ing card ever thought of — gag 
cards, serious cards, jumbo cards, 
and even electronic jingle cards. 
The one kind of card he’s never 
had, though, is a computer- 
generated birthday card. 

Let's make the following greeting 
card for Uncle Wilbur so that you 
can see how much fun computer art 
can be! 



Follow the directions in the article, 
but please feel free to experiment 
with the tools and patterns. You 
don’t need to be an artist to render 
this greeting card, or any other 
graphics — your creativity is what 
makes Draw work. Just remember 
to use the Save option on the File 
Menu often. This ensures that ad¬ 
ditions and changes to your draw¬ 
ings will be stored on disk for 
future reference. 

Using Draw 

You can access Draw from the 
desktop or from within another 
DeskMate application. Refer to the 
Techniques Box in this article for 
further information. 

When you open Draw, an empty 
canvas appears. A cursor appears 
in the top, left corner of the canvas. 
To the left of the canvas are your 
drawing tools. You select one tool 
at a time to use on the canvas. 
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Attention Diskette Users: 

If you are using diskettes to run 
DeskMate t you might be asked to 
insert another diskette. Insert the 
new diskette and press enter. 


Your Drawing Tools 

Select 

Lets you select an area of your 
picture to move, copy, rotate, flip, 
or delete. 

Line 

Draws a line between two points. 

Rectangle 

Creates a box-shaped object. 

Circle 

Draws circular objects. 

Text 

Let's you insert letters, words, 
and/or numbers on your drawing. 

Free-hand brush 

Lets you "paint" with different brush 

types. 

Free-hand fill brush 

Fills an object you draw to its outer 
boundaries with a prescribed pat¬ 
tern. 

Arc 

Draws an arc. 

Polyline 

Draws an object of continuous con¬ 
necting lines. 

Polygon 

Draws an object of multiple joining 
lines, then fills the object. 
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If you need assistance while work- 
ing with this application , press fi to 
access DeskMate’s on-line help. A 
tutorial on Draw is also available. 


Refer to the Techniques Box in this 
article for information on selecting 
a drawing tool. 


Drawing the Card 

First, the Cake: 

1. Select the rectangle tool. 

2. Move to the canvas and posi¬ 
tion the cursor to draw the 
upper, left corner of the cake. 

3. Stretch the rectangle by pull¬ 
ing it down and to the right. 



Now, the Candle: 

Using the same tool and same tech¬ 
nique, draw a candle on the cake. 



For the Plate: 

Using the same tool and technique, 
draw the plate under the cake. 


You’ve got to have Balloons: 

1. Select the circle tool. 

2. Move to the canvas and indi¬ 
cate the center of the circle. 

3. Stretch the circle to the desired 
size. 



Let’s Paint and Decorate: 

1. Select the polyline tool. 

2. Select the Brush option from 
the Options Menu. 

3. Adjust the brush setting to 
draw thin lines. We chose the 
brush setting in the top, left 
comer. 

4. Continue to decorate the cake 
by drawing continuous con¬ 
necting lines. 

5. Using the same tool and the 
same technique, “tie” strings 
onto the balloons. 

6. Again, using the same tool and 
technique, add a “flame” to the 
birthday candle. 































Writing the Card’s 
Message 

Flipping the Picture 
Because you plan to fold the 
printed page into a card, the cover 
should be upside down. 

1. Select select all from the 
Edit Menu. 

Your entire picture is high¬ 
lighted. 

2. Select Flip vertical from 
the Actions Menu. 

You see your picture upside 
down. 



Entering the Text 

1. Select Text from the Options 
Menu so that you can select a 
typeface and alignment. 

2. Choose the roman, medium, 
and center buttons. Then, 
press ENTER. 

The canvas appears. 

3. Select the Text tool. 

4. Move the cursor to the lower 
right quarter of the canvas. 
(Use the Zoom Menu if it helps 
you work with the card more 
easily.) 

The Zoom Menu contains options 
that allow you to “back away” so 
that you can get a view of your 
whole canvas. Use this menu to 
also increase the focus area (zoom 
in) on the canvas. 


5. Type Happy, and then press 
ENTER. 

6. Type Birthday, and then press 
ENTER. 

7. Type uncle wilbur, and then 
press ENTER. 



Use the Select tool to position each 
row of type exactly where you 
want it to appear on the canvas. 

Printing the Card 

Using a dot matrix or laser printer, 
you can print Uncle Wilbur’s card. 

1. Select Print from the File 
Menu. 

A dialog box appears. 

2. At the print to: prompt, 
choose the Printer button. 

3 . Press enter to select ok. 

Folding the Card 

After you print the card, fold it like 




Your card is now finished. You can 
make all kinds of drawings once 
you learn how to use all the tools. 
Refer to "Practical Uses for Draw” 
at the end of this article for addi¬ 
tional ideas for artistic designs you 
can create. 


Before you print, be sure that you 
have set up your printer property , 
and that paper is loaded . (Refer to 
your printer manual.) Also, be sure 
you have used the Printer option to 
tell Desk Mate the type of printer you 
are using. See the “Accessories” 
article for instructions on using the 
Printer option. 
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Techniques Box 


Opening a DeskMate Application 

• If the application appears on the desktop, press tab 
to highlight the application, and then press enter. 

or 

• If the application is not on the desktop, press F2 to 
pull down the File Menu. Then, press l until you 
highlight Run, and press enter. 

A dialog box appears and you can type the applica¬ 
tion name at the Program: prompt, and if you wish, 
the name of the file you want to open at the Data 
file: prompt. Press enter to select ok and open 
the application or file. 

Selecting Menu Options 

1. Press a function key (F2-F10). 

2. Press | to highlight the desired option. 

3. Press enter. 

Note: Sometimes you must highlight information on the screen 

before you can use a specific option (for example, copy on the 

Edit Menu). 

Moving Around a Dialog Box 

• tab moves the cursor to the next field, (shift-tab 
moves the cursor backward.) 

• Arrow keys move the cursor within a group of buttons 
or check boxes. 

• Space bar chooses an underlined button or check 
box. (Space bar also unchecks a check box.) 

• enter automatically selects ok. 

• esc automatically selects cancel. 

Correcting Typing Errors 

backspace deletes the character immediately to the left 

of the cursor. 

delete deletes the character to the right of the cursor. 


Using Dialog Boxes (Keyboard) 

1 . Press tab to move to the section of the dialog box 
where you want to make a change. 

2. Type new information in the blanks. 

3. Use the arrow keys to move the cursor within a 
group of buttons or check boxes. When the cursor is 
resting on your choice, press the space bar. 

4. When everything in the dialog box is the way you 
want it, select the ok button, or press enter to 
complete the dialog box, and begin the operation. 

or 

Select the cancel button or press esc to cancel the 
dialog box and exit without making any changes. 

Customizing the Drawing Tools 

Use the Options Menu to customize your drawing tools 

and select fill colors and patterns. Then, choose a tool. 

Using the Drawing Tools (Keyboard) 

Be sure to select None for the Mouse option in the Setup 

accessory. (Refer to "Want to Try a Mouse" for addition¬ 
al information.) 

• Use the arrow keys to move between tools and the 
space bar to select a tool. On the canvas, use the 
arrow keys to move. 

• Move between the tools and the canvas by pressing 

TAB. 

• To draw, position the marker where you want, and 
then press the space bar. Use arrow keys to draw 
the element. Then, press the space bar again to 
finish the element. 

Using the Drawing Tools (Mouse) 

• Point and click to choose a tool. 

• To draw, position the marker and hold down the 
button. Drag the marker to draw the element. Then, 
release the button to finish the element. 
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Practical Uses for Draw 
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Filer 


From attendance records to zucchini recipes, from auto 
maintenance costs to family medical expenses, you can 
keep track of all kinds of information when you get or¬ 
ganized with DeskMate’s Filer. 


The Filer application is an all-pur¬ 
pose tool for storing and retrieving 
information. With it, you can 
quickly locate and update practi¬ 
cally any kind of information you 
can imagine. 

Filer is very easy to use. You simp¬ 
ly open a Filer file and then add 
records which you can think of as 
electronic “index cards.” Each 
time you add a record, Filer stores 
it in the file automatically. Filer 
sorts entries from oldest to newest. 
Therefore, each time you add or 
change a record, that record is 
stored at the end of the file. You 
can use the Records Menu’s Sort 
option to change the order in which 
your records will appear when they 
are displayed or printed. 


Using the Sample File 

The sample file, invntory.fil, helps 
you maintain a home inventory for 
insurance purposes. When you 
open the file, you see its first 
record. 


The invntory.fil file contains three 
records. To view the next record, 
press CTRL-N. 


Attention Diskette Users: 
if you are using diskettes to run 
DeskMate, you might be asked to 
insert another diskette. Insert the 
new diskette and press enter. 


This article uses the sample file, 
invntory.fil, to quickly guide you 
through Filer’s basic operation. 
Then, the article explains how to 
create your own Filer files. 

You can access Filer from the 
desktop or from within another 
DeskMate application. Refer to the 
Techniques Box in this article for 
further information. 


CTRL-F Displays the first record 
CTRL-N Displays the next record 
CTRL-P Displays the previous 
record 

CTRL-L Displays the last record 


Now, add a new record to the file: 
l. Select Add from the Records 
Menu. A new, blank record ap¬ 
pears. 
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If you need assistance while work¬ 
ing with this application, press fi to 
access DeskMate’s on-line help. A 
tutorial on Filer is also available. 



You can press CTRL-A to quickly 
select the Add option. 

2. Type Robot for the first field. 


BACKSPACE deletes the character 
to the left of the cursor. 

DELETE deletes the character to 
the right of the cursor. 

3. Move to the next field by 
pressing TAB. 

TAB moves the highlight forward. 
SHIFT-TAB moves the highlight 
backward. 

Arrow keys move the cursor in 
the indicated direction. 


Finish entering the information as 
displayed in the following sample 
record. 



Deleting Information 

You can use the Edit Menu’s Clear 
option to delete information from a 
field. If you’d like to use in- 
vntory .fil for your own belongings, 
you’ll want to delete the sample 
records. To delete a record: 


1. Display the record you want to 
delete. 

2. Select Delete from the 
Records Menu. 

3. At the Delete record? 
prompt, press enter. 

Creating Your Own Files 

You can use your invntory.fil 
layout to create files of other infor¬ 
mation you want to store. For ex¬ 
ample, you can keep a file of 
medical expenses in addition to 
your home inventory file. To create 
an additional file, simply copy 
invntory.fil’s layout: 

1. Open invntory.fil. 

2. Select Copy layouts from the 
File Menu. 

The screen displays the copy 
to: prompt. 

3. Type a filename of eight or 
fewer characters for the new 
file. For example, type 
rxcosts to create rxcosts.fil. 

4. Press ENTER. 

Filer creates the new file, but 
invntory.fil is still displayed 
on the screen. 

5. Select the File Menu’s Open 
option to open the new file so 
that you can use it. 


Printing Your Records 

After you add records to your file, 
you can use the Print record option 
on the File Menu to make a hard 
copy on paper of either the record 
currently displayed or all the 
records in the file. You can also 
print a report about your records, 
using the Print report option. 
Filer’s Print option is so flexible— 
you can decide how you want to 
sort the report, and then simply 
print it. 

Tips for Further Organizing 

Now that you have a sampling of 
Filer’s capabilities, you might 
want to explore some of its other 
possibilities. You can: 

• Alphabetize (sort) records by 
field. 

• Find a group of records that 
meet specific criteria you set 
(for example, all inventory 
items valued at more than 
$ 200 ). 

• Get a count of the records in 
your file. 

• Use the Form Setup application 
to design your own record 
layouts. (Refer to the “Form 
Setup” article for more informa¬ 
tion.) 
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Practical Uses for Filer 



Techniques Box 


Opening a DeskMate Application 

• If the application appears on the desktop, press tab 
to highlight the application, and then press enter. 

or 

• If the application is not on the desktop, press F2 to 
pull down the File Menu. Then, press i until you 
highlight Run and press enter. 

A dialog box appears and you can type the applica¬ 
tion name at the Program: prompt. Press enter to 
select ok and open the application. 

Selecting Menu Options 

1. Press a function key (F2-F10). 

2. Press l to highlight the desired option. 

3. Press enter. 

Note: Sometimes you must highlight information on the screen 

before you can use a specific option (for example, Copy on the 

Edit Menu). 

Moving Around a Dialog Box 

• tab moves the cursor to the next field, (shift-tab 
moves the cursor backward.) 

• Arrow keys move the cursor within a group of buttons 
or check boxes. 

• Space bar chooses an underlined button or check 
box. (Space bar also unchecks a check box.) 

• enter automatically selects ok. 

• esc automatically selects cancel. 

Correcting Typing Errors 

backspace deletes the character to the left of the cursor. 

delete deletes the character to the right of the cursor. 

Moving Through Fields in a Filer Record 

tab moves the highlight forward. 

shift-tab moves the highlight backward. 

Arrow keys move the cursor in the indicated direction. 


Displaying a Record 

ctrl-f Displays the first record 

ctrl-n Displays the next record 

ctrl-p Displays the previous record 

ctrl-l Displays the last record 

Highlighting Text in a Record 

1 Use the arrow keys to move the cursor to the 
beginning of the text you want to highlight. 

2 . Press shift and the appropriate arrow key(s) to 
highlight the text. 

Highlighting Multiple/Consecutive Records 

Consecutive records: 

• Press shift- J. 

Non-consecutive records: 

1. Highlight the first record. 

2 . Press ctrl- | to move down the list box. 

3. Press ctrl and the space bar on each record you 
want to highlight. 

Deleting Information 

1. Highlight the information you want to delete. 

2. Select clear from the Edit Menu (or press delete). 

Wildcard Characters 

Use the Records Menu’s Find option to search for a 
particular group of records. You can include wildcard 
characters (* and ?) in your search value. A wildcard 
broadens the search because it symbolizes an open 
space that can be filled by any character. 

The ? wildcard tells Filer that you don’t care what the 
character at the ? position is. For example, typing 
0' Ne?l finds both O’Neal and O’Neil. 

The * wildcard tells Filer that any character at the * 
position and all subsequent characters can be con¬ 
sidered a match. For example, typing O'N* finds all 
words that begin with O’N. 
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Form Setup 


Question: What do you get when you cross a Filer 
application with Form Setup? 

Answer: A Flexible Filer! 


A very flexible Filer, in fact, be¬ 
cause with Form Setup you create 
the files yourself, from “scratch.” 
This means that you control every 
aspect of your file layouts. To 
begin with, you control the size and 
location of the information fields. 
(Notice how you can keep track of 
something as detailed as baseball 
statistics!) 


But, there’s even more. For ex¬ 
ample, you can assign field labels 
to later remind you which informa¬ 
tion item to enter in each field. You 
can even include graphics from the 
Draw application in your layouts! 

To see the relationship between 
Filer and Form Setup, open a file 
(such as invntory.fil) in Filer. Dis¬ 
play any record. Then, switch to 
Form Setup by selecting Form 
setup from the File Menu (F2). 

Notice that the Form Setup menus 
replace the Filer menus. You are 
still in the file, but now you are 
looking at its record layout . 


If you have a question , be sure to 
refer to DeskMate ’s on-line help (r^). 
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Creating a New File 

Still in Form Setup, select New from 
the File Menu to create a new File. 
When prompted, specify a 
filename for the new file (such as 
Medical for medical.fil). Then, 
press enter. The application opens 
the file and displays the cursor on 





















an otherwise empty work area. 
This is where you will create the 
file’s record layout. 

For example, if you wanted your 
file’s records to look like this: 




You would create this record 
layout: 
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The Record Menu’s Define option, 
which lets you create the record 
layout, is already selected. All you 
have to do is begin adding fields. 
You might want to create medi- 
cal.fil by following these steps: 

1. Use the arrow keys to position 
the cursor where you want the 
first field (not the field label) 
to appear. Then, select the Add 
option from the Field Menu. 


The field’s first character slot 
appears on the screen. 

Exact positioning of the fields is 
not important. You can highlight 
them and move them around. 


2. Add character slots until the 
field is the desired size. 

Here’s how: Press -* as 
needed and then press enter. 

Moving the cursor down and up 
adds and deletes whole rows of 
character slots. Moving the cursor 
right and left adds and deletes 
whole columns. Every tenth slot is 
shaded to aid you in counting. 

3. A dialog box appears so that 
you can specify the field at¬ 
tributes. For example, for the 
first field, specify the at¬ 
tributes shown here. Then, 
press ENTER. 




Name: 


jPftllEW 


Outlined: dues Ono 
Data type: CD text Cnunber 
Label: Olefl Otop Chidden 



4. Repeat Steps 1-3 to add each 
of the remaining fields. Follow 
these guidelines: 

• Select number as the data 
type for fields in which you 
will enter dollar amounts. 
Select text as the data type 
for all other fields. 

• Select yes or no for outlin¬ 
ing. 
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5. Insert the dollar sign ($) and 
decimal point (.) format char¬ 
acters in the amount fields. 

Here’s how: Highlight the 
field, and then select Format 
from the Field Menu. Then, 
type the format characters in 
the appropriate slots and press 

ENTER. 


Format characters are optional. 
However, you must include a 
decimal point in any numeric field 
in which you plan to enter decimal 
characters. Otherwise, Filer lets 
you enter only whole numbers. 


6. Add the cosmetic text (family 

MEDICAL EXPENSES). 

Here’s how: Move the cursor 
to where you want the text to 
begin. Then, type the text and 
press ENTER. 


Tips and Techniques for 
Creating File Layouts 

• You can save time by design¬ 
ing layouts on paper before 
creating them in Form Setup. 
Be sure to leave enough room 
for field labels and outlining, if 
desired. 

• In addition to deleting and 
moving a field, you can change 
its size and attributes (using 
the Field Menu’s size and 
change options). Be careful, 
though, when performing any 
of these operations. 

• When designing your fields, 
take into account the kind of 
information you might want to 
obtain from a report about the 
file. 


When typing information in the 
numeric fields, the decimal point is 
automatically inserted. 


To erase or move a field or a block 
of cosmetic type, highlight the 
item. Then, use the appropriate 
Edit Menu option(s). 


You can copy cosmetic text and 
graphics using the Cut and Paste 
options. However, you cannot copy 
a field because each field can ap¬ 
pear only once on a layout. 


Once you finish creating a record 
layout in Form Setup, you can im¬ 
mediately return to Filer to begin 
adding records. To do so, select 
Filer from the File Menu. 


If you delete a field in which you 
have already entered information in 
Filer, the information is lost. 















You can include horizontal lines in 
each field. (Refer back to the ex¬ 
ample of the record layout for Fami¬ 
ly Medical Expenses.) These lines 
are cosmetic text blocks. You create 
them by repeatedly pressing shift- 
hyphen. 


For example, suppose you 
wanted medical.fil’s report to 
list a specific patient’s total 
charges per visit, followed by 
that person’s total charges for 
the year. The record layout 
would have to include Patient 
and Total Charges fields. In 
addition, you would need to 
use Filer’s sort option to limit 
the report to the one patient. 

• The following screen shows 


how you can have some extra 
fun — and improve the ap¬ 
pearance of your layouts at the 
same time — try including 
some graphics from Draw! (To 
print graphics, you need either 
a dot matrix printer or a laser 
printer.) 

Use the Edit Menu’s copy and 
paste options to transfer bor¬ 
ders, special type, and pictures 
from Draw to your layouts. 



Techniques Box 


Opening a DeskMate Application 

• If the application appears on the desktop, press tab 
to highlight the application, and then press enter. 

or 

• If the application is not on the desktop, press F2 to 
pull down the File Menu. Then, press J until you 
highlight Run and press enter. 

A dialog box appears, and you can type the applica¬ 
tion name at the Program: prompt, and if you wish, 
the name of the file you want to open at the Data 
file: prompt. Press enter to select ok and open 
the application or file. 

Selecting Menu Options 

1 . Press a function key (F2-F10). 

2. Press 1 to highlight the desired option. 

3. Press enter. 

Note: Sometimes you must highlight information on the screen 

before you can use a specific option (for example, Copy on the 

Edit Menu). 


Moving Around a Dialog Box 

• tab moves the cursor to the next field, (shift-tab 
moves the cursor backward.) 

• Arrow keys move the cursor within a group of buttons 
or check boxes. 

• Space bar chooses an underlined button or check 
box. (Space bar also unchecks a check box.) 

• enter automatically selects ok. 

• esc automatically selects cancel. 

Correcting Typing Errors 

backspace deletes the character to the left of the cursor. 

delete deletes the character to the right of the cursor. 

If you make a mistake when specifying a field’s at¬ 
tributes, you can select cancel to begin again. 

Highlighting Fields 

Use the arrow keys to position the cursor anywhere on 

a field, and then press the space bar. 

Determining the Data Type 

• Use numeric fields for information you might perform 
calculations on. Numeric fields let you enter only the 
characters 0-9 and + or -. 

• Use text fields for all other information — including 
dates. 
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Need a break from work? 
Here’s a chance to have 
fan and improve your 
vocabulary, too. 

Hangman is a word game that has 
remained popular for years with 
young and old alike. With this 
computerized version of 
Hangman, you’ll enjoy a diversion 
from work and chores — and 
maybe add some words to your 
vocabulary in the process! 


Hangman 


When you select Hangman, here’s 
what you see: 


m. 


You can access Hangman from the 
desktop or from within another 
DeskMate application. Refer to the 
Techniques Box in this article for 
further information. 


Move the cursor to the appropriate but¬ 
ton, and then press the space bar to 
choose the button. 



Move the cursor to the appropriate 
arrow and then press the space bar to 
increase or decrease the number. 


Press ESC to select cancel. 


Attention Diskette Users: 

If you are using diskettes to run 
DeskMate, you might be asked to 
insert another DeskMate diskette . 
Insert the new diskette and press 

ENTER. 


Move the cursor to the ok button, and 
press ENTER. 


Another dialog box appears so that 
you can type the names of the 
players. When you’re finished, 
select ok. The Hangman screen ap¬ 
pears. 
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If you need as¬ 
sistance in set¬ 
ting up or play¬ 
ing the game , 
press fi to ac¬ 
cess the on-line 
help. 



If you are using a mouse, you can 
point to a letter and click. 


If you try to exit during the middle of 
a game , you are asked if you want 
to save the game. If you choose yes, 
the next time you select Hangman 
the program asks if you want to con¬ 
tinue the saved game. 


Now you’re ready to play! 

The player whose name appears in 
the Current Game box goes first. 

Type the letter you want to guess. 

If the letter you choose is one of the 
letters in the word, it appears in the 
appropriate box(es) and is no 
longer available for this game. 

If the letter you choose is not in the 
word, part of the hangman drawing 
appears, and you are one step 
closer to being hanged! 


Keep guessing letters until you 
guess the word (you ' ve been par¬ 
doned) or until the drawing is com¬ 
plete (YOU'VE BEEN HANGED). 

The winner is the player who 
guesses the most words without 
getting hanged. 

A quick glance at the Scoreboard 
will tell you everything you need 
to know about the score and who’s 
next. 

If at any time you want to change 
the game or the players, use the 
appropriate option on the Players 
Menu. 

After each game, you’ll be asked if 
you want to play another game. 
Simply select yes or no. 

When you are finished, press ESC 
(or select Exit from the Game 
Menu) to return to the desktop. 


Good luck and have fun! 


Techniques Box 


Opening a DeskMate Application 

• If the application appears on the desktop, press tab 
to highlight the application, and then press enter. 

or 

• If the application is not on the desktop, press F2 to 
pull down the File Menu. Then, press \ until you 
highlight Run, and press enter. 

A dialog box appears, and you can type the applica¬ 
tion name at the Program: prompt. Press enter to 
select OK and open the application. 

Selecting Menu Options 

1. Press a function key (F2-F10). 

2. Press l to highlight the desired option. 

3. Press enter. 


Note: Sometimes you must highlight information on the screen 

before you can use a specific option. 

Moving Around a Dialog Box 

• tab moves the cursor to the next field, (shift-tab 
moves the cursor backward.) 

• Arrow keys move the cursor within a group of buttons 
or check boxes. 

• Space bar chooses an underlined button or check 
box. (Space bar also unchecks a check box.) 

• enter automatically selects ok. 

• esc automatically selects cancel. 

Correcting Typing Errors 

backspace deletes the character to the left of the cur¬ 
sor. 

delete deletes the character to the right of the cursor. 
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PC-Link® 

The Online Information Service for PC Owners 


PC-Link takes you beyond the desktop into an exciting 
world of information, computing support, entertainment, 
and other PC owners like you! 


What is an online 
service? 

When you use an online service, 
you communicate through your 
computer, over telephone lines, to 
an outside world of other PC 
owners. You can access all types of 
useful information — news, stock 
quotes, airline reservations, and an 
up-to-date encyclopedia are just a 
few. 


• Look up facts in an online, up- 
to-date encyclopedia 

• Check reviews of the latest 
DOS-compatible software 

• Stay informed with today’s hot 
news 

• Have fun with reviews of 
movies,TV shows, and more 

Try the Premium 
Services of PC-Link Plus 


Sound Exciting? 

We think so! That’s why we’ve 
placed PC-Link on your DeskMate 
desktop, so that all DeskMate users 
can use it. And that’s why we’ve 
made PC-Link... 

• Easy to use: PC-Link is as 
easy to use as everything else 
on your DeskMate desktop. 

• Inexpensive: You can use the 
useful and exciting services of 
PC-Link — all you want — for 
only $9.95* a month! 
Premium services, called PC- 
Link Plus, cost only 10 cents* 
a minute. 

For only $9.95* a month: 

• Make travel arrangements 
using American Airlines 
EAASY SABRE travel ser¬ 
vice 

• Check stock quotes 

*Rates are higher during business 
hours and outside the continental 
United States. 


PC-Link provides a premium ser¬ 
vice, PC-Link Plus, that is avail¬ 
able only to PC-Link members. 
PC-Link Plus offers you some 
premium services for an additional 
fee of 10 cents* per minute. For 
example, you can: 

• Download from a large 
library of public domain and 
shareware software programs 

• Attend live conferences with 
experts on subjects that inter¬ 
est you 


All of this is possible with an inex¬ 
pensive, easy-to-use device called a 
modem . The modem connects your 
computer to yourtelephone line and 
allows you to ,, call n PC-Link . You 
can buy a modem at almost any 
computer store. 


Take a FREE Tour of PC-Link 
Find out what PC-Link can do for 
you. No modem is necessary for 
this special u sneak peek. ” Simply 
select pc-link from your DeskMate 
desktop, and when the Welcome to 
PC-Link screen appears, select the 
Run Demo button and press enter. 


Welcome to PC-Link 

PC-Link 

PC-Link Plus 

Tandy Headquarters 

People Connection 

Software Buyer’s Guide 

Software & Computing 

NewsLink 

Games & Entertainment 

Dollars & Cents 

Lifestyles & Hobbies 

Reference Desk 

News/Sports/Money 

Entertainment Guide 

Learning Center 

Home Shopping 

Customer Service 
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Need help? Call us! 

If you have questions about con¬ 
necting to PC-Link or if you cannot 
find your Registration Certificate, 
please call us at 1-800-458-8532. 


Refer to your modem and computer 
manuals for instructions on setting 
up your equipment. 


*Rates are higher during business 
hours and outside the continental 
United States . 


• Learn tips and hints on using 
software programs directly 
from the publishers 

• Meet other PC owners from 
around the country 

Try PC-Link and 
PC-Link Plus — FREE* 

We’re so sure that you’re going to 
like PC-Link that your first month 
of membership is FREE (a $9.95* 
value). That means you have one 
month of unlimited time to experi¬ 
ment and explore the world of 
PC-Link — at no cost to you. 

In addition, we’ll give you two 
FREE (non-prime time) hours to 
get acquainted with the premium 
PC-Link Plus services (a $12.00* 
value). 

Sign On Tonight — 
Here’s How 

Get ready... 

To sign on, you need a Tandy or 
Hayes-compatible modem, your 
working home telephone line, a 
VISA, MasterCard, or personal 
checking account number, your 
PC-Link Registration Certificate 
(located with your DeskMate 
materials), and a working copy of 
your PC-Link disk. 

Get Set... 

Open PC-Link by pressing tab 
until you highlight pc-link, and 
then press enter. You are given a 
choice of viewing the demo or 
registering. 

To begin the registration process, 
select Register. 

You’ll see a screen describing the 
five steps required to sign onto 


PC-Link. Press enter to proceed 

to the first step of the process. 

1. When the Telephone Setup 
screen appears, verify your 
telephone setup. If it matches 
the default shown on the 
screen, select ok. (If your setup 
is different or you’re not sure, 
select Other Options.) 

2. The software automatically 
determines specific modem in¬ 
formation needed for the con¬ 
nection process. 

If PC-Link cannot determine the 
modem information it needs, you 
automatically go to DeskMate’s 
Setup accessory so that you can 
enter your modem information. 
See the “Accessories” article for 
more information. 

3. A screen appears reminding 
you of the items you need for 
connection. Press enter, and 
the connection procedure 
begins. Follow its progress on 
the screen. 



When prompted, enter your 
area code and home telephone 
number, using the format 
shown on the screen. Then, 
press enter to select ok. 

A list appears, showing local 
access numbers for your area 
code. 
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4. Press i or t until you highlight 
the number for your city (or the 
closest city to you). (Your 
modem will dial the number 
you select each time you ac¬ 
cess the PC-Link service.) 

Then, press enter. 


If possible, select an access number 
that is a local call from your 
telephone. If you’re not sure 
whether the number is a local call, 
check with your telephone com¬ 
pany. 


When the Access number- 
Second Choice screen ap¬ 
pears, repeat the instructions in 
Step 4 to choose a second local 
access number. (Your modem 
will dial this number if the first 
access number is busy or un¬ 
available.) 


If you can’t find a suitable second 
choice number, you can use your 
first choice again. Press tab to un¬ 
derline Same As First Choice, 
and press enter. 


After you choose both access 
numbers, PC-Link displays 
your choices. 


If your telephone line requires ad¬ 
ditional characters to complete a 
dialing sequence, such as 1 or an 
area code, press tab to underline 
Make Changes and press enter. 
You will then be able to add any 
characters. When the numbers are 
accurate, press tab to underline ok 
and press enter to continue 
registration. 


5. Press enter to confirm your 
access numbers. The software 
then dials the number you 
chose so that you can complete 
the registration process. 

Go! 

Because this is your first time to 
sign on, a registration form will 
appear on the screen. Have your 
PC-Link Registration Certificate 
handy. Enter your Registration 
Number and Password exactly as 
they appear on the certificate. 

You will move through a series of 
screens that will ask you to enter 
your address and billing informa¬ 
tion. 

Once you’ve completed the 
registration information, you’re 
ready to explore PC-Link! 

Let’s Explore PC-Link 

Signing onto PC-Link as a member 
is quick and easy. (Be sure your 
modem is turned on and ready to 
use.) 

1. From the desktop, select 

PC-LINK. 

2. Select your screen name from 
the Signon Menu. The screen 
shows you the progress of the 
connect procedure. 

When the procedure is complete, a 
Welcome screen appears showing 
you a list of events. Press ESC to 
display the Main Menu. 

From the Main Menu screen, you 
can select either PC-Link or 
PC-Link Plus. For now, press F3 to 
open the PC-Link Menu, press | 
until you highlight Customer Ser¬ 
vice, and then press enter. 


As a PC-Link member, you’ll receive 
a free subscription to PC-Link 
Update , your program guide to all 
the exciting events on line. 
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More Questions About PC-Link? 
If you have more questions about 
PC-Link, use the PC-Link Hotline 
area in the Customer Service 
department . You’ll get a prompt and 
helpful response within 48 hours. 


When you select the Customer Ser¬ 
vice department, another menu ap¬ 
pears with lots of options. Select 
Today's Best Bets to find out 
what’s going on tonight on 
PC-Link. 

When you finish browsing through 
the Customer Service department, 
select the PC-Link Road Map op¬ 
tion from the Go To Menu. Then, 
you can select another department 
and continue exploring! 


Remember, you have two free 
hours of PC-Link Plus time (during 
non-prime time), so select this ser¬ 
vice (departments marked with a 
cent sign on the Road Map) and 
discover what other areas there are 
to explore. Be sure to stop by 
People Connection, the “social 
center” of PC-Link Plus! 


What does PC-Link cost to use? 

As a PC-Link member, you have unlimited access to the services of PC-Link for your monthly membership fee of $9.95 per 
month. In addition, you will be charged each month for your use of the premium service of PC-Link Plus (10 cents per minute). 
You will be charged a 15 cents per minute communications surcharge if you use PC-Link during business hours (prime time) 
and a 20 cents per minute surcharge for PC-Link access from Alaska and Hawaii. On-line charges per minute are: 

Continental U.S. Alaska & 


PC-Unk. 

& Puerto Rico 

Hawaii 

Canada 

Non-prime time 

0 

20* 

20* 

PC-Unk, Prime time 
PC-Unk Plus. 

15* 

35* 

20* 

Non-prime time 
PC-Unk Plus. 

10* 

30* 

30* 

Prime time 

25* 

45* 

30* 


Non-prime time extends from 6 p.m. to 6 a.m. (your local time) Monday through Friday and all day on weekends and the follow¬ 
ing holidays: New Year’s Day, July 4, Labor Day, Thanksgiving, and Christmas. Prime time extends from 6 a.m. to 6 p.m. Mon¬ 
day through Friday. The prime time rate reflects the higher cost of communication during business hours. 


Techniques Box 


Selecting Menu Options 

1. Press a function key (F2-F10). 

2. Press 1 to highlight the desired option. 

3. PressENTER. 

Note: Sometimes you must highlight information on the 
screen before you can use a specific option (for ex¬ 
ample, Copy, on the Edit Menu). 


Moving Around a Dialog Box 

• TAB moves the cursor to the next field. ( SHIFT-TAB moves 
the cursor backward.) 

• Arrow keys move the cursor within a group of buttons or 
check boxes. 

• Space bar chooses an underlined button or check box. 
(Space bar also unchecks a check box.) 

• ENTER automatically selects OK. 

• ESC automatically selects CANCEL. 
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Telecom 


Your computer can become a wonderful communications 
tool with Telecom. Using your telephone and a modem, 
you can communicate with an information service, send 
that special computer game to a friend, or just keep in 
contact. 


Telecom makes communicating 
with another computer simple by 
enabling you to build and save an 
automatic log-on ( autolog ) “con¬ 
nection” file. 

Before you use Telecom, be sure to 
enter the communications settings 
that DeskMate needs to connect 
you to another source. You enter 
these settings using the Setup op¬ 
tion on the Accessories Menu 
(F10). 


You can access Telecom from the 
desktop or from within another 
DeskMate application. Refer to the 
Techniques Box in this article for 
further information. 

When setting up an autolog file, 
you must have specific informa¬ 
tion (such as word length, parity, 
and so on) about the host (the com¬ 
puter you want to communicate 
with). Be sure you have this infor¬ 
mation before setting up your file. 


You will probably be using a modem 
with Telecom . It Is possible, how¬ 
ever, to use Telecom without a 
modem If you are directly con¬ 
nected to another computer. 


Attention Diskette Users: 

If you are using diskettes to run 
DeskMate, you might be asked to 
insert another DeskMate diskette. 
Insert the new diskette and press 

ENTER. 


Techniques Box 


Opening a DeskMate Application 

• If the application appears on the desktop, press tab 
to highlight the application, and then press enter. 

or 

• If the application is not on the desktop, press F2 to 
pull down the File Menu. Then, press i until you 
highlight Run, and press enter. 

A dialog box appears and you can type the applica¬ 
tion name at the Program: prompt and, if you wish, 
the name of the file you want to open at the Data 
file: prompt. Press enter to select ok and open 
the application or file. 

Selecting Menu Options 

1 . Press a function key (F2-F10). 

2. Press i to highlight the desired option. 

3. Press enter. 


Note: Sometimes you must highlight information on the screen 

before you can use a specific option. 

Moving Around a Dialog Box 

• tab moves the cursor to the next field, (shift-tab 
moves the cursor backward.) 

• Arrow keys move the cursor within a group of buttons 
or check boxes. 

• Space bar chooses an underlined button or check 
box. (Space bar also unchecks a check box.) 

• enter automatically selects ok . 

• esc automatically selects cancel • 

Correcting Typing Errors 

backspace deletes the character to the left of the cursor. 

delete deletes the character to the right of the cursor. 
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Let’s go through the process of set¬ 
ting up this file. Remember, how¬ 
ever, that some of the options you 
choose when creating your own 
autolog files will depend on the 
requirements of the host computer. 

1. Select set from the Com¬ 
mands Menu. 

At the various dialog box 
prompts, choose the options 
that the host computer requires 
and that are compatible with 
the capabilities of your 
modem. (See the instructions 
that came with your modem.) 
If you are connected directly to 
another computer, continue 
with Step 3. 

2. Select call from the Com¬ 
mands Menu. 

At the Phone number: prompt, 
enter the host’s telephone 
number (up to 30 digits). If you 
have an auto-dial modem, the 
number is dialed automatically 
when you execute the file. For 
other modems, you must 
manually dial the host’s 
telephone number immedi¬ 


ately before executing the 
autolog file. 

3. Select the additional com¬ 
mands required by the host 
computer. 

For example, your host might 
require that you use the Send 
option on the Commands 
Menu to tell Telecom that you 
want to send either a string of 
characters or a break sequence 
to the host. 


Some host systems might require a 
break sequence to gain the atten¬ 
tion of the system’s computer. 


You might also need to use the 
Wait option so that DeskMate 
will wait for a response from 
the host computer. 

4. Select Execute from the Com¬ 
mands Menu to execute the 
new file. 

The Terminal screen appears, 
and the communication 
process begins. 
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5. When the communication 
process is finished, press alt-c 
to return to the Command 
screen. Then, select Discon¬ 
nect from the Options Menu 
to disconnect the communica¬ 
tion process. 


To save this autolog file, select the 
save as option on the File Menu, 
and then name your file. You can 
later execute this file by simply 
selecting the Autolog option on 
the File Menu and choosing this 
filename in the Open File dialog 
box. 


You can disconnect automatically 
by ending your file with the Exit 
command . You return to the 
desktop. 


Hints 

• At the Terminal screen, you can store the information being sent to your 
computer by turning on the buffer. The buffer is a special storage area that 
collects the information being sent. Press ALT-B to turn the buffer on and off. 
When the buffer is on, a message appears at the bottom of theTerminal screen. 

• You can return to the Command screen from the Terminal screen by pressing 
ALT-C. 

• You can issue commands to DeskMate without interrupting a communica¬ 
tions session by returning to the Command screen (ALT-C) and using the 
options on the Buffer or Options Menus. You can return to the Terminal 
screen by selecting Terminal from the Options Menu (or pressing CTRL-T). 


A Modem Makes Your Computer More Worldly 



With a modem, you’ll be able to access a world of information 
Service. You can also set up easy, automatic log-on programs 
for use with other information services, or set the para¬ 
meters for communication with another 
computer at your office. And, with 
DeskMate’s Phone List feature, you 
can even turn your computer into a 
speed dialer for your frequently 
called telehone numbers. 


with the PC-Link Online Information 
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Text 


You can say goodbye to your typewriter and give your 
letters, term papers, and important documents a facelift 
with DeskMate ’s Text application. Use Text for any 
project for which you would ordinarily use a typewriter. 


Attention Diskette Users: 

If you are using diskettes to run 
DeskMate , you might be asked to 
insert another DeskMate diskette. 
Insert the new diskette and press 

ENTER. 


You can access Text from the 
desktop or from within another 
DeskMate application. Refer to the 
Techniques Box in this article for 
further information. 

When you enter Text, here’s what 
you see: 


This “just-for-fun” article explains 
some of the basics of Text and then 
guides you through some editing 
techniques in a fun way. To learn 
about all the various features (or if 
you have questions about the tasks 
described here), use DeskMate’s 
extensive on-line help. By simply 



DeskMate's help system also 
provides a tutorial for the Text ap¬ 
plication that you can access from 
the desktop . 


Think of the Text screen as a sheet 
of typing paper. The difference is 
you don’t have to rip out the paper 
and throw it away if you make a 
mistake. Simply use a few Text 
commands to adjust your docu¬ 
ment until it is exactly the way you 
want it. Text can even check your 
spelling. 


pressing the fi key, you can get the 
help you need. 

Take a few minutes to try the tasks 
in this article, and enjoy! 
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A n eerie shadow looms over the computer; the blinking cursor on 
the computer screen is the only movement in the room. Moments 
pass, and finally a lone figure faces the screen and begins to type the 
confession that (if discovered in time) will save Nellie Tucket’s life. 


Type the following paragraph and 
press the appropriate keys where 
indicated: 

To whom it may concern: ENTER 
ENTER 

On the night of April 6, 1989, 
I committed the act of murder 
against Floyd Fiend. ENTER 

ENTER 

TAB Signed, ENTER 
ENTER 

TAB Luke Ludicrous 

Luke studies the confession with 
the cold, diabolical heart of a 
bloodthirsty editor. He decides to 
make some changes. Follow along 
with our story, and make the 
changes on your own computer. 


Boldface the first line to bring at¬ 
tention to it. 

1. Use the arrow keys to move the 
cursor to the beginning of the 
confession. 

2. Highlight To whom it may con¬ 
cern : 

The text appears in a different 
intensity as you highlight it. 

3. Select Bold from the Text 
Menu. 

If your printer supports boldface, 
the text you highlighted will appear 
boldfaced when printed. 

Now insert a word, 
l. Move the cursor immediately 
before the c in committed. 


If you make mistakes while you are 
typing , use backspace to delete the 
character to the left of the cursor or 
delete to delete the character to the 
right of the cursor. 

i 

To highlight text, press shift and the 
appropriate arrow key. 


i 



2. Type willfully. 

3. Press the space bar. 
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We recommend that your computer 
has at least 512K bytes of memory 
to use Spell Checker. 



shift-tab moves the cursor back¬ 
ward. 


Luke is a perfectionist, and if his 
confession might be used in a court 
of law, he wants the spelling to be 
perfect. He decides to use the Spell 
Checker to be sure that every word 
is correct. 

Follow the instructions below to 
see how Spell Checker works. 

1. Select Proof from the Edit 
Menu. 

If you typed Luke’s confession 
correctly, the message All 
words are correctly 
spelled appears. 

If a word is misspelled, a 
dialog box appears showing 
the “unknown” word, the con¬ 
text in which it is used, and 
some possible replacements. 
For example: 



Cilan 1 U« 2 t*t» 1 «CII 

You can choose a word from 
the Replacements box or move 
the cursor to the context field 
and correct the misspelled 
word. 

2. Select ok (if the message box 
indicates that all words are 
spelled correctly) or Accept 
context (if you are correcting 
a misspelled word). 

Satisfied that his confession is 


complete, Luke prepares to leave. 
Then, an evil smirk spreads across 
his face, and he decides to make 
one more change — a change that 
could be fatal to Nellie Tucket. 

Make the following change to the 
confession. 

1. Move the cursor to the begin¬ 
ning of Luke’s name. 

2. Highlight the entire name. 

3. Select cut from the Edit Menu. 

Viola! The condemning name is 
erased. (But, is it? We’ll soon 
know...) Luke now flees from the 
mansion. 

Meanwhile, on Death Row for a 
murder she didn’t commit, Nellie 
Tucket has only minutes to prove 
her innocence. Sam Clubs (the man 
Nellie loves) returns to the scene of 
the crime to search for a clue, in 
hopes that it will lead him to the 
real murderer. 

Sam enters the gothic structure that 
was once the home of Nellie’s 
uncle, Frank Fiend, an evil and 
cunning man everyone hated and 
despised. Sam wanders from room 
to room, searching for any clue that 
will save his sweet Nellie. 

With only minutes to spare, Sam 
attempts to enter a west wing room. 
But, unlike the other rooms, this 
room is locked. He tries every trick 
in the book to unlock the door but 
to no avail. Then, in desperation, 
Sam uses a nearby antique umbrel¬ 
la stand to break down the door. 
He bursts into the room and is 
stopped in his tracks by the mes¬ 
sage glaring on the computer 
screen. 
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Sam is deliriously happy as he 
reads the confession that will save 
his Nellie — until he reaches the 
end. The note is not signed!!! All 
is lost! But wait! Sam remembers 
reading in his DeskMate magazine 
about a special invisible memory 
buffer that stores text until needed. 
His hand is shaking as he reaches 
for the computer keys. 

Follow the instructions below to 
help Sam solve the mystery and 
save Nellie. 

I. Move the cursor to the space 
just under Signed. 


2. Select Paste from the Edit 
Menu. 

Success!!! Luke’s name magically 
appears. Now, Sam has another 
dilemma. He can’t cart the com¬ 
puter down to Police Headquarters. 
He’ll have to print the confession! 
If you have a printer, you can print 
the confession too. 

1. Select Print from the File 
Menu. 

A dialog box appears. 

2. At the Print to: prompt, 
choose the Printer button. 

3. Press enter to select ok. 


Before you print, be sure that you 
have set up your printer properly, 
and that paper is loaded. (Refer to 
your printer manual.) Also, be sure 
you have used the Printer option to 
tell DeskMate the type of printer you 
are using. See the "Accessories" 
article for instructions on using the 
Printer option. 



Sam made it to Police Head¬ 
quarters with only seconds to 
spare. Sweet Nellie Tucket was 
bravely walking to her fate when 
the pardon came. Nellie fainted, 
but later awakened in the arms of 
Sam...her true love. They redeco¬ 
rated the mansion with lots of 
gingerbread trim and planned to fill 


all the rooms with the laughter and 
the high-pitched screams of 
children. 

The police apprehended Luke just 
a few miles from the Mexican bor¬ 
der. He is now in prison, wiling 
away the days by taking a com¬ 
puter literacy course by correspon¬ 
dence. 


Find Just the Right 
Word 

You can be more precise 
in your written com¬ 
munication by adding a 
Thesaurus word-finding 
system to your software 
collection. The DeskMate 
Thesaurus Companion 
lets you look up and 
replace words in the docu- 
ment you create with 
DeskMate’s Text applica¬ 
tion. 


\TVye 
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Hints on manipulating text information 


You are in Insert mode when you first enter a document. Anything you 
type is inserted at the cursor’s location. The text that follows the cursor 
moves to the right to accommodate the insertion. A check mark appears 
next to the Insert option on the Edit Menu when you are in Insert mode. 

Select the Overtype option by selecting Insert from the Edit Menu. 
(The check mark next to the Insert option disappears.) Overtype mode 
lets you replace a character by typing over it. When you type in 
Overtype mode, any existing characters are replaced. (Pressing INSERT 
also toggles you between Overtype and Insert mode.) 

Type . N ENTER to force a page to end before you have typed an entire 
page of text. The line following . N will be the first line of the next page 
when you print the document. 


Now you’ve seen how some fea¬ 
tures of Text work. Go ahead and 
spend some time getting ac¬ 
quainted with the other features in 
Text. Then, when you’re ready to 
return to the desktop, follow these 
instructions: 

• Select Exit from the File 
Menu. 

If you made changes to the docu¬ 
ment, you'll see the message, 
Save changes? Select from the 
options, yes, or NO, to return to the 
desktop, (cancel will return you 
to Text.) 

To exit quickly, simply press esc. 

Uses for Text are almost endless. 
Be sure to see the Practical Uses 
For Text section at the end of this 
article for more ideas. 


Hints for putting the finishing 
touches on your document 


Make your document come alive by 
using such finishing touches as 
boldface or underline. 

• To boldface, highlight the 
text you want to boldface, and 
then select Bold from the 
Text Menu. 


• To underline, highlight the 
text you want to underline, 
and then select Underline 
from the Text Menu. 


Select Plain from the Text 
Menu to return boldfaced or 
underlined text to plain text. 

To indent your document’s 
paragraphs, select the para¬ 
graph^), select Indent 
from the Text Menu, type the 
appropriate settings, and then 
select OK. 


To center text, move the cur¬ 
sor to a line of text that you 
want to center, and then select 
Center from the Text 
Menu. (Only single-line para¬ 
graphs can be centered, and 
the line must be preceded by 
a carriage return.) 


To un-center, select Un- 
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Techniques Box 


Opening a DeskMate Application 

• If the application appears on the desktop, press tab 
to highlight the application, and then press enter. 


Note: Sometimes you must highlight information on the screen 
before you can use a specific option (for example, Copy on the 
Edit Menu). 


Moving Around a Dialog Box 

• tab moves the cursor to the next field, (shift-tab 
moves the cursor backward.) 

• Arrow keys move the cursor within a group of buttons 
or check boxes. 

• Space bar chooses an underlined button or check 
box. (Space bar also unchecks a check box.) 

• enter automatically selects ok . 

• esc automatically selects cancel. 


If the application is not on the desktop, press F2 to 
pull down the File Menu. Then, press J until you 
highlight Run, and press enter. 

A dialog box appears, and you can type the applica¬ 
tion name at the Program: prompt and, if you wish, 
the name of the file you want to open at the Data 
file: prompt. Press enter to select ok and open 
the application or file. 


Correcting Typing Errors 

backspace deletes the character to the left of the cursor. 
delete deletes the character to the right of the cursor. 


Highlighting text 

1. Use the arrow keys to move the cursor to the begin¬ 
ning of the text you want to highlight. 

2. Press shift and the appropriate arrow key(s) to high¬ 
light the text. 


Selecting Menu Options 

1. Press a function key (F2-fio). 

2. Press j to highlight the desired option. 

3. Press enter. 
























Practical Uses for Text 
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Use the Page setup option on the 
File Menu to design the physical 
page layout for your document. 
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Insert pictures into your docu¬ 
ments that you create with the 
Draw application. 
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Create form letters using fields 
from the Address Book application 
by selecting the Add field option 
from the Layout Menu. 
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Have you been meaning to develop a budget, balance your 
checkbook, or prepare a loan amortization plan ? With 
Worksheet, DeskMate’s electronic spreadsheet program, 
you can do all these things and more! 


Worksheet will make organizing 
your personal finances simple. 
This article explains some of the 
basics of Worksheet and guides 
you through a handy example, 
creating a home budget. 

You can access Worksheet from 
the desktop or from within another 
DeskMate application. Refer to the 
Techniques Box in this article for 
further information. 

When you access Worksheet, an 
empty worksheet appears. A 
worksheet is divided into num¬ 
bered rows and columns. The area 
where a row and column intersect 
is called a cell. Cells are identified 
by row and column numbers. For 
example, the first cell in the upper 
left corner (highlighted when you 
open a worksheet) is referenced as 


Row 


If you need assistance while work- 
ing with this application , press fi to 
access Desk Mate's on-line help. A 
tutorial on Worksheet is also avail¬ 
able. 


R1C1. A cell’s default size is 10 
characters. 

Your worksheet consists of 99 
rows and 99 columns that intersect 
to form cells of 10 characters. (You 
can change the default number of 
characters in a cell.) You can move 
the cursor from cell to cell by using 
any of the keyboard arrow keys. 


Attention Diskette Users: 

If you are using diskettes to run 
DeskMate , you might be asked to 
insert another diskette. Insert the 
new diskette and press enter. 



Column 


Scrolling Arrows 


Status line 
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backspace deletes 
the character to the 
left of the cursor. 
delete deletes the 
character to the right 
of the cursor. 


Let's begin our sample home 
budget with a title. To enter this 
text, do the following: 


He I p F, flay 12. 1989 
1 2 



1 24 p* 

unnniEna 




Highlighting Multiple Cells 
Press shift- i . 


1. Highlight cells R2C3 and 
R2C4 by pressing the arrow 
keys to move the highlight to 
R2C3. Then, press shift to 
also highlight R2C4. 

2. Select start text from the 
Cells Menu. 

3. Type HOME BUDGET. 

4. Select End text from the Cells 
Menu. 

Next, let’s enter labels to identify 
your worksheet’s categories. 

1. Highlight cells R9C1 through 
R19C1. 

2. Type groceries in cell R9C1 
and press enter. 

3. Using the same procedure, 
enter the labels clothes, 

MORTGAGE, ELECTRIC, GAS, 

car, auto insur. Then, skip a 
line (R16C1) and enter the last 
three labels Minimum, Maxi¬ 
mum, and Total. 


Note that the labels automatically 
align to the left. 


He Ip F, flay 12. 1989 
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9 GROCERIES 
lib CLOTHES 
[ll nORTGAGE 

12 ELfCTRIC 

13 CAS 

4 CAB 

5 AUTO IKSUR 
1b 

li III nun 
lb fta * i nun 

19 Total 


LABEL 


liikT^r 


Repeat the same procedure to enter 
budgeted and actual in Row 7 for 
Columns 2 and 3. 
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To right align these labels on your 


screen as they appear in our ex¬ 
ample, do the following: 

1. Highlight both cells. 

2. Select Format from the Cells 
Menu. 

A dialog box appears. 

3. Choose Right from the Align 
option and press enter. 




1'/ Full IBM! TEXT NUMBER INPUT FORMULA 


Now you are ready to enter the 
numbers. To enter a number, high¬ 
light the appropriate cell and type 
the number. As you type the num¬ 
bers in our example, notice that 
decimal points are automatically 
inserted if you don’t insert them. 
(For example, if you type 125 the 
screen displays 125 . 00 .) 
Worksheet also automatically 
aligns the numbers to the right. 

To tell Worksheet what calcula¬ 
tions you want done, enter for¬ 
mulas where you want the results 
of the calculations to appear. 


I » c If F, day 12. 1989 
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2 

3 4 5 6 

7 

2 

3 

HOME BUDGET 


4 

5 

6 




7 

BUDGETED 

ACTUAL 


9 GROCERIES 

25 0 00 

217 17 


IB CLOTHES 

1S0.00 

129 31 


11 MORTGAGE 

720 00 

720 00 


12 ELECTRIC 

65. S0 

62 34 


13 GAS 

87.00 

64 19 


14 CAR 

145 00 

145 


IS AUTO IKSUR 

60 

■ fW 


16 

17 Minimum 




16 Maximum 




19 IoUl 
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FORMULA is a mathematical equa¬ 
tion used to calculate numbers. 


The formula SUM(#R8) tells 
Worksheet to total all the numbers 
listed in Row 8. The # identifies this 
cell as an absolute reference. (For 
additional information refer to the 
Formulas box at the end of this ar¬ 
ticle.) 


To enter the first formula in our 
example, do the following: 

1 . Highlight cell R19C2. 

2 . Select Formula from the Cells 
Menu. 

A dialog box appears. 

3. Type the formula sum(#r8) 
and press enter. 


The formula does not appear in the 
cell, but when the cell is high¬ 
lighted the formula can be seen in 
the status line. Different formulas 
can be entered in other cells to 
yield additional results. 

Enter the following additional for¬ 
mulas. (Remember to refer to the 
Formulas box at the end of this 
article for detailed formula infor¬ 
mation.) 

In Cell: Type Formula: 

R17C3 min(#R8) 

R18C3 MAX(#R8) 

R19C3 SUM(#R8)-(#R17+R18) 

After you insert formulas into a 
worksheet, you can get the results 
of the calculations by selecting 
Calculate from the Pad Menu. 
The answers are displayed in the 
cells that contain the formulas. If 
you calculate our sample 
worksheet, you get these results: 
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12, 1989 

Worksheet - A: M KKS 
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2 
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3 

-1 

HOME BUDCET 

5 

6 

7 

BUDGETED 

ACTUAL 

8 

9 GROCERIES 

250.88 

217.17 

10 CLOTHES 

150 08 

129.31 

11 MORTGAGE 

720.00 

720.00 

12 ELECTRIC 

65.50 

62.34 
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720 08 
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When you finish working on your 
worksheet, you can select Exit 
from the File Menu (or simply 
press esc). A dialog box appears. 

If you want to save this worksheet: 

1 . Select yes. 

A dialog box appears. 

2 . Enter a filename, using eight 
characters or fewer. 


3. Select save to complete the 
task. 

The screen then displays the 
desktop. 

If you do not want to save the 
sample worksheet: 

• Select no and the desktop ap¬ 
pears. 
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Techniques Box 


Opening a DeskMate Application 

• If the application appears on the desktop, press tab 
to highlight the application, and then press enter. 

or 

• If the application is not on the desktop, press F2 to 
pull down the File Menu. Then, press i until you 
highlight Run, and press enter. 

A dialog box appears, and you can type the applica¬ 
tion name at the Program: prompt, and if you wish, 
the name of the file you want to open at the Data 
file: prompt. Press enter to select ok and open 
the application or file. 

Selecting Menu Options 

1. Press a function key (F2-F10). 

2. Press i to highlight the desired option. 

3. Press ENTER. 

Note: Sometimes you must highlight information on the screen 

before you can use a specific option (for example, copy on the 

Edit Menu). 


Moving Around a Dialog Box 

• tab moves the cursor to the next field, (shift-tab 
moves the cursor backward.) 

• Arrow keys move the cursor within a group of buttons 
or check boxes. 

• Space bar chooses an underlined button or check 
box. (Space bar also unchecks a check box.) 

• enter automatically selects ok. 

• esc automatically selects cancel. 

Correcting Typing Errors 

backspace deletes the character to the left of the cur¬ 
sor. 

delete deletes the characters/numbers in a high¬ 
lighted field. 

Highlighting Consecutive Cells 

• Press SHiFT-i. 


Practical Uses for Worksheet 




Balance sheet 


Amortization schedule 
(the tvm.wks file) 


Estimated loan payment 
(the loan.wks file) 
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Formulas 

The formulas you can use in your worksheet provide you with a great deal of calculating power. The following information 
describes the different types of formulas and how to use them. 

Cell References 

Cell references are the cells referred to in a formula and whose contents are used by the formula. 

Absolute. Placing a pound sign (#) before a cell reference in a formula defines that cell reference as an absolute reference. 
This type of cell reference lets you use the value in a given cell in calculations, no matter where you might move the cell on 
the worksheet. 

Worksheet updates absolute cell references in formulas whenever the formula and the referenced cells are relocated 
simultaneously. 


Worksheet updates absolute cell references only when you move the value being pointed to by adding or deleting 
columns and/or rows, or merging another worksheet into the one on the screen. If you use the Edit Menu to move 
or copy the value being pointed to by the absolute cell reference and paste the value elsewhere in the worksheet, 
the absolute cell reference is not updated. 


Circular. A circular cell reference is a reference to a cell that refers (through one or more cells) back to the current cell. Use 
circular cell references cautiously because they can give unexpected results. 

Forward. A forward cell reference is a reference to a cell that appears later in the worksheet. 

Although Worksheet allows forward cell references, you see a warning message: 

Forward reference in Cell RxCx 

The worksheet calculation procedure begins at R1C1 and moves to the right and down until the entire worksheet has been 
scanned. This is important to remember when using forward referencing, because forward references mix the results of current 
calculations with those of previous calculations. 

Relative. Worksheet uses a relative cell reference unless you specify an absolute cell reference. If you move or copy a formula, 
a relative cell reference will regard a cell in the same relative position as the cell containing the formula, instead of the originally 
specified cell. 

Self. A self reference is a reference to the same cell. Worksheet does not allow you to write a formula that contains a self 
reference. If you try, an error message appears on the screen, and * error is displayed in the cell containing the formula. 

However, you might encounter a formula that contains a self reference as a result of copying or moving a formula that contains 
an absolute cell reference. If you move the cursor to a cell that contains a self reference after pasting or merging, the screen 
displays an error message in the faulty cell. You can then edit the formula to correct the error by using the Formula option on 
the Cells Menu. 



Operators (with Sample Formulas) 

The operators you can use in your worksheet indicate a change in a quantity is to be performed. 

+ 

(#R1 +#R2) 

Adds the two cells in Row 1 and Row 2 of the current column. 

- 

(#C3)-(#R1C4) 

Subtracts the value of cell R1C4 from the value of the cell in Column 3 of the current row. 

* 

#C1*#C2 

Multiplies two cells in the current row. 

/ 

(#R1C2)/2 

Divides the value of cell R1C2 by 2. 

! 

0C6R3I3 

Calculates the power (cube- u l3") of the value of cell R3C6. 
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Functions 


The functions you can use in your worksheet indicate a quantity whose value depends on the value given to one or more 
related quantities . 


ABS 

ABS(#R2C3) 

Displays the absolute value of the cell in R2C3. 

ATN 

ATN(#R3C5) 

Displays the arctangent of the value of cell R3C5 — the angle that has its tangent equal to the 
value of cell R3C5. (The result is in radians. For a result in degrees, use 

ATN ((#R3C5)*57.29578).) 

AVG 

AVG(#C1) 

Adds the values in the current row, from Column 1 up to the current cell, and divides by the 
number of cells added. 

CMT 

CMT(#R4C3) 

Figures a cumulative total for Column 3, starting with Row 4 and ending with the current row. 

COS 

COS(#R3C5) 

Displays the cosine of the value of cell R3C5. (Use COS ((#R3C5)*.01745329) if the value in 
cell R3C5 is in degrees rather than radians.) 

EXP 

EXP(#R4C3) 

Displays e raised to the power of cell R4C3 (Naperain, natural, or exponential). 

INT 

INT(#R4C2) 

Displays the truncated (Integer) value of cell R4C2. 

LOG 

LOG(#R2C4) 

Displays the logarithm at the base ten of the value in cell R2C4. Log of zero or a negative 
number produces an error message after calculation. 

MAX 

MAX(#C4) 

Shows the maximum value of the current row, starting with Column 4 and ending with the 
current row. 

MIN 

MIN(#R1) 

Shows the minimum value of the current column, starting with Row 1 and ending with the 
current row. 

RMT 

RMT(#R4C3) 

Gives a cumulative total for Row 4, starting with Column 3 and ending with the current column. 

SGN 

SGN(#R3C4) 

Displays the sign of the value in cell R3C4. The sign is 1.00 if the augment is positive, 

-1.00 if the augment is negative, and 0 if the augment is zero. 

SIN 

SIN(#R2C1) 

Displays the sine of the value in cell #R2C1. (Use SIN((#R2C1)\01745329) if the value in cell 
R2C1 is in degrees rather than radians.) 

SQR 

SQR(#R5C1) 

Displays the square root of the value in cell R5C1. SQR of a negative number produces an 
♦error message after calculation. 

SUM 

SUM(#R5) 

Displays the sum of the values in the current column, starting with Row 5 and ending with the 
current row. 

TAN 

TAN(#R2C3) 

Shows the tangent of the value in cell R2C3. (Use TAN((#R2C3)*,01745329) if the value in 
cell R2C3 is in degrees rather than radians.) 
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Data Diskettes 

If you have a diskette-based com¬ 
puter, you can save disk space by 
storing your data — letters, 
reports, worksheets, and so on that 
you create using DeskMate — on 
separate diskettes from your ap¬ 
plication programs. The proce¬ 
dures that follow describe how to 
use data diskettes with DeskMate. 


To prepare a diskette for storing 
nothing but data, you format it as a 
data diskette. (From the desktop, 
you can use the Format option on 
the Disk Menu.) The following sec¬ 
tions explain how to use formatted 
data diskettes. 


One-Drive Diskette-Based 
System 

To save a file onto a data diskette: 

1. Start DeskMate. 

2. Open an application, and create 
a file. 

3. Remove the application disk¬ 
ette, and insert a data diskette. 

4. Select Save as from the File 
Menu. 

A dialog box appears. 

5. At the Save as: prompt, type 
the name you want to give the 
file, and press enter. 

The file will be saved to this 
diskette. 

To open an application and its data 
file: 

1. Start DeskMate. 

2. Open an application. 

3. Remove the application diskette 
from the drive, and insert the 


data diskette into the drive. 

4. Select open from the File Menu. > 

A dialog box appears, listing all 
the files you can open on the 
current diskette. 

5. Highlight the file you want to 
open, and press enter. 

Keep the data diskette in the drive 
while working on the file so that 
you can periodically save the file 
to its data diskette. 

Two-Drive Diskette-Based 
System 

To save a file onto a data diskette: 

1. Insert the DeskMate Diskette 1 
into Drive A and an application 
diskette into Drive B, and start 
DeskMate. 

2. Open the application. 

3. Remove the DeskMate Diskette 
1 from Drive A, and insert a data 
diskette into Drive A. 

4. Select save as from the File 
Menu. 

5. A dialog box appears. 

6. At the Save as : prompt, type A : 
and the name you want to give 
the file, and press enter. 

The file will be saved onto this 
diskette. 

To open an application and its data 
file: 

1. Insert the DeskMate Diskette 1 
into Drive A and an application 
diskette into Drive B, and start 
DeskMate. 

2. Open the application. 

3. Remove the DeskMate Diskette 
1 from Drive A, and insert a data 
diskette into Drive A. 
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4. Select open from the File Menu. 

A dialog box appears, listing all 
the files you can open on the 
current diskette. 

5. Highlight the file you want to 
open, and press enter. 

Keep the data diskette in Drive A 
while working on the file so that 
you can periodically save the file 
to its data diskette. 

Memory Considerations 

If you are using a PC-compatible 
computer that does not run Desk- 
Mate from ROM (Read-Only- 
Memory), DeskMate will run most 
effectively if your computer has at 
least 640K bytes of memory. You 
can, however, run DeskMate with 
less memory, with the following 
limitations: 

• We recommend that your com¬ 
puter have at least 512K bytes of 
memory to use the Spell Check¬ 
er accessory. A minimum of 
512K is also required to use 
Spell Checker’s Auto Proof op¬ 
tion, which enables you to proof 
every word you type (whether in 
a file or a dialog box). 

• To use the Task Switch acces¬ 
sory, you must have at least 
512K and be using MS-DOS 
Version 3.2 (or later). 

If you increase the number of file 
buffers or files beyond the MS- 
DOS default, you might encounter 
additional program limitations. 

Setting the Dmconfig File 

Dmconfig is a setting that you can 
use to tell DeskMate where to store 


its configuration files (files re¬ 
quired to retain the current Desk- 
Mate memory settings), the data 
file personal.adr (required by the 
Address Book application), and 
the data file personal.cal (required 
by the Calendar application). 

On computers that run DeskMate 
from diskette, DeskMate automat¬ 
ically places the configuration files 
and the required data Files in the 
root directory of the drive used to 
boot the system (the comspec 
drive). On computers that run 
DeskMate from ROM (Read- 
Only-Memory), DeskMate auto¬ 
matically places these files on the 
hard disk (if any) or Drive A. 


Normally, you do not need to 
specify or change the dmconfig 
setting. However, there is one con¬ 
dition that requires that you set 
dmconfig: 

• If you have a hard disk com¬ 
puter and you rearrange your 
files so that they are stored in 


directories other than the default 
directories, you need to set 
dmconfig to those directories. 

To set dmconfig, type the follow¬ 
ing command at the system prompt 
each time you boot up the system: 

set dmconfig ^directory 

where directory is the directory 
you want dmconfig set to. 

Reminder: Always double-check 
the spelling of the directory name. 
Spelling a name incorrectly is the 
same as setting dmconfig to a non¬ 
existent directory, an error that 
causes DeskMate to operate im¬ 
properly. An error message ap¬ 
pears on the screen if you misspell 
a directory name. 


You can place the set dmconfig 
command in an autoexec.bat file. 
By placing this command in 
autoexec.bat, you won’t have to 
type it each time you boot up be¬ 
cause dmconfig will execute auto¬ 
matically on system startup. 


Computing is Easier — with a Hard Disk 

Expand the power and memory of your computer by add¬ 
ing a hard disk. You’ll also enjoy the convenience of 
running your DeskMate applications and files without 
having to insert various program diskettes. 
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Index 
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A 

accessories 
Alarm, 26 
Calculator, 24 
Corkboard, 25 
definition, 6, 39 
To Do List, 27 
Month, 26 
overview, 18 
Phone List, 25 
Setup, 18-21 
Spell Checker, 22-23 
Task Switch, 28 
techniques, 29 

Accessory Menu, 18 

Address Book application 
practical uses, 34 
techniques, 32 
using, 30-33 

agenda box, in To Do List 
accessory, 27 

Alarm accessory 
description, 26 
used with Calendar 
application, 35 

application boxes 
definition, 6, 39 
displaying, 40-41 

application list boxes 
definition, 6 

for selecting applications or 
files, 7 

applications 

Address Book, 30-34 
Calendar, 35-38 
Draw, 45-49 
Filer, 50-52 
Form Setup, 53-56 
Hangman, 57-58 
installing other software 
packages, 44 
opening, 29 


applications ( Continued) 
PC-Link, 59-62 
Telecom, 63-65 
Text, 66-72 
Worksheet, 73-79 

arrow keys, for moving the 
cursor, 7-9 

autoconfig box 
definition, 6 
uses for, 39,43 

autolog file, for Telecom 
application, 63-65 


C 

Calculator accessory, 24 

Calendar application. See also 
Month accessory, 
accelerator key functions, 37 
Alarm accessory, using with, 
35 

practical uses, 38 
techniques, 38 
using, 35-37 

canceling activities, with esc, 

8-9 

Colors Setup option, 20 

communications. See Telecom 
application. 

Communications Setup option, 19 

configuration files (dmconfig), 81 

copying 

diskettes, 41 
files, 41 

Corkboard accessory, 25 

correcting typing errors, 29 

CPU clock speed, setting, 28 

cursor, definition, 7 

cursor keys. See also mouse, 
arrow keys, 7-9 


82 Index 




D 

data diskettes, saving work on, 80 

database manager. See Filer 

application; Form Setup 
application. 

Date and Time Setup option, 21 

deleting files, 41 

desktop 

application list boxes, 7 
changing the view, 41 
customizing, 40-41 
definition, 6 
dialog boxes, 9 
exiting, 5 

installing other software 
packages, 44 
managing files, 41-42 
menus, 8 
overview, 6,39 
practical uses for, 43 
techniques, 44 
updating the screen, 42 
using Tree View, 42 

dialog boxes 

description of, 9 
mouse used with, 12 
moving around in, 9, 29 

directory 

changing, 41 
definition, 39, 41 

disk drive, changing, 41 

diskette-based computers 
changing diskettes for 

different applications, 7 
memory considerations, 81 
setting the dmconfig file, 81 
starting DeskMate from, 5 
starting DeskMate on ROM 
computers, 4 
using data diskettes, 80 

diskettes 

copying, 41 
formatting, 41 

dmconfig file, 81 

Draw application 
practical uses, 49 
techniques, 48 


Draw application ( Continued) 
tools for, 45 
using, 45-47 

drive, changing, 41 

dual drive systems. See diskette- 
based computers. 

E 

enter key, 7, 8, 9 
esc key 

deactivating, for tutorials, 17 
definition, 8 
using, 8,9 

exiting DeskMate, 5 

exploring DeskMate. See desktop. 


Fi function key, for online help, 
6,14 

Filer application. See also Form 
Setup application, 
practical uses, 52 
techniques, 52 
using, 50-51 

files 

copying, 41 
definition, 39,41 
deleting, 41 

managing, from the desktop, 
41-42 

selecting from list boxes, 7 
sorting filenames, in Tree 
View, 42 

floppy-disk computers. See 

diskette-based computers. 

Form Setup application 
techniques, 56 
using, 53-56 

formatting diskettes, 41 

formulas, for Worksheet 
application, 78 

functions, for Worksheet 
application, 79 

G 

General Help, 13-14 




H 

Hangman application 
techniques, 58 
using, 57-58 

hard disk computers 
advantages of, 81 
installing DeskMate on, 5 
memory considerations, 81 
setting the dmconfig file, 81 
starting DeskMate from, 4,5 

help. See online help, 
hints and techniques 
accessories, 29 
Address Book application, 32 
Calendar application, 38 
desktop, 44 
Draw application, 48 
Filer application, 52 
Form Setup application, 55, 
56 

Hangman application, 58 
mouse, 12 
online help, 17 
PC-Link application, 62 
Telecom application, 63,65 
Text application, 70-71 
Worksheet application, 77 


installation 

of DeskMate, on hard disk 
computers, 5 

of other software packages, 
44 

L 

list boxes. See application list 
boxes. 

M 

memory considerations, 81 

menu bar, 6,39 

menu options 
selecting, 8,29 
shadowed options, 7 

menus, working with, 8 

Menus View, changing, 41 


modem 

definition, 59 
uses for, 65 

Month accessory, 26. See also 
Calendar application. 

mouse 

basic movements, 11-12 
Mouse option, for setting, 20 
setting up, 10-11 
techniques, 12 
uses for, 12 
using, 11 

moving around dialog box, 29 

moving the cursor. See cursor 
keys; mouse. 

multitasking. See Task Switch 
accessory. 


online help 

Fi, for obtaining, 6 
General Help, 13-14 
Problem Solving Help, 16 
Quick Reference Help, 15-16 
techniques, 17 
tutorials, 17 

online service. See PC-Link 
application. 

one-drive systems, saving data 
on, 80 

open DeskMate applicaitons, 29 

operators, for Worksheet 
application, 78 


PC-Link application 
cost, 59,62 
overview, 59 
PC-Link Plus, 59-60 
techniques, 62 
using, 60-62 

Phone List accessory, 25 

printer, uses for, 29 

Printer Setup option, 21 

Problem Solving Help, 16 

Programs list box, 6,39 
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r 


Q 

Quick Reference Help, 15-16 

R 

ROM (Read-Only-Memory) 
computers, starting 
DeskMate on, 4 

running DeskMate 
from diskette-based 
computers, 5 

from hard disk computers, 5 


S 

saving data, on data diskettes, 
80-81 

scrolling in Help 

using the fi key, 14 

selecting menu options, 29 

setting up the mouse, 10-11 

Setup accessory 
Colors option, 20 
Communications option, 19 
Date and Time option, 21 
Mouse option, 20 
Printer option, 21 
selecting, 18-19 

single drive systems, saving data 
on, 80 

sorting filenames, in Tree View, 
42 

space bar, 9 

Spell Checker accessory 
key commands, 23 
menu options, 23 
using, 22 

starting DeskMate 

on diskette-based computers, 
5 

on hard disk computers, 5 
overview, 4 
on ROM (Read-Only- 
Memory) computers, 4 


T 

tab key, for moving the cursor, 
7,9 

Task Switch accessory 
description, 28 
memory requirements, 81 

tasks/topics boxes, 13-14 

techniques. See hints and 
techniques. 

Telecom application 

autolog file, creating, 63-65 
hints, 65 
modem, 65 
techniques, 63 

Text application 
hints, 70 

practical uses, 72 
techniques, 71 
using, 66-70 

thesaurus, definition, 69 

title bar, 6, 39 

To Do List accessory, 27 

Tree View, 41,42 

tutorials, 17 

two-drive systems. See diskette- 
based computers. 

typing errors, correcting, 29 
W 

word processor. See Text 
application. 

Worksheet application 
formulas, 78 
functions, 79 
operators, 78 
practical uses, 77 
techniques, 77 
using, 73-76 
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Special Offer Coupons 


As a DeskMate owner, you’re eligible for special offers from Tandy. You’ll use these coupons as your proof of 
ownership of DeskMate. 


Special Offer Coupon 


5 


Use this coupon to qualify for special; 
offers to DeskMate owners. The offer • 
announcement will indicate which j 
specific coupon you need to return.: 
The specified, original coupon must! 
be returned. A facsimile or copy is j 
not acceptable. 


Special Offer Coupon 


6 


Use this coupon to qualify for special 
offers to DeskMate owners. The offer 
announcement will indicate which 
specific coupon you need to return. 
The specified, original coupon must 
be returned. A facsimile or copy is 
not acceptable. 


Special Offer Coupon 


Special Offer Coupon 



Use this coupon to qualify for special ; \ 



offers to DeskMate owners. The offer j • 

o 

"7 

announcement will indicate which j j 

# 

specific coupon you need to return. : : 

o 


The specified, original coupon must j ; 



be returned. A facsimile or copy is | ■ 
not acceptable. 



00 

Use this coupon to qualify for special • j 
offers to DeskMate owners. The offer j j 


announcement will indicate which ! i 
specific coupon you need to return, i j 

The specified, original coupon must ; j 
be returned. A facsimile or copy is j j 
not acceptable. :: 

4 





Special Offer Coupon 


1 


Use this coupon to qualify for special j 
offers to DeskMate owners. The offer • 
announcement will indicate which ! 
specific coupon you need to return, i 
The specified, original coupon must; 
be returned. A facsimile or copy is • 
not acceptable. 


Special Offer Coupon 


2 


Use this coupon to qualify for special j 
offers to DeskMate owners. The offer i 
announcement will indicate which j 
specific coupon you need to return, j 
The specified, original coupon must j 
be returned. A facsimile or copy is j 
not acceptable. ; 


Special Offer Coupon 


Use this coupon to qualify for special j 
offers to DeskMate owners. The offer 1 
announcement will indicate which 
specific coupon you need to return. 
The specified, original coupon must 
be returned. A facsimile or copy is 
not acceptable. 


Special Offer Coupon 


Use this coupon to qualify for special 
offers to DeskMate owners. The offei 
announcement will indicate whicfi 
specific coupon you need to return 
The specified, original coupon must 
be returned. A facsimile or copy Is 
not acceptable. 
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TERMS AND CONDITIONS OF SALE AND LICENSE OF TANDY COMPUTER EQUIPMENT AND SOFTWARE PURCHASED 
FROM RADIO SHACK COMPANY-OWNED COMPUTER CENTERS, RETAIL STORES AND RADIO SHACK FRANCHISEES OR 

DEALERS AT THEIR AUTHORIZED LOCATIONS 


USA LIMITED WARRANTY 

I. CUSTOMER OBLIGATIONS 

A. CUSTOMER assumes full responsibility that this computer hardware purchased (the "Equipment"), and any copies of software included with the 
Equipment or licensed separately (the "Software") meets the specifications, capacity, capabilities, versatility, and other requirements of CUSTOMER. 

B. CUSTOMER assumes full responsibility for the condition and effectiveness of the operating environment in which the Equipment and Software are to 
function, and for its installation. 

II. LIMITED WARRANTIES AND CONDITIONS OF SALE 


A. For a period of ninety (90) calendar days from the date of the Radio Shack sales document received upon purchase of the Equipment. RADIO SHACK 
warrants to the original CUSTOMER that the Equipment and the medium upon which the Software is stored is free from manufacturing defects. This 
warranty Is only applicable to purchases of Tandy Equipment by the original customer from Radio Shack company-owned computer centers, 
retail stores, and Radio Shack franchisees and dealers at their authorized locations. The warranty is void if the Equipment or Software has been 
subjected to improper or abnormal use. If a manufacturing defect is discovered during the stated warranty period, the defective Equipment must be 
returned to a Radio Shack Computer Center, a Radio Shack retail store, a participating Radio Shack franchisee or a participating Radio Shack dealer 
for repair, along with a copy of the sales document or lease agreement. The original CUSTOMER’S sole and exclusive remedy in the event of a defect 
is limited to the correction of the defect by repair, replacement, or refund of the purchase price, at RADIO SHACK’S election and sole expense. 
RADIO SHACK has no obligation to replace or repair expendable items. 

B. RADIO SHACK makes no warranty as to the design, capability, capacity, or suitability for use of the Software, except as provided in this paragraph. 
Software is licensed on an "AS IS" basis, without warranty. The original CUSTOMER'S exclusive remedy, in the event of a Software manufacturing 
defect, is its repair or replacement within thirty (30) calendar days of the date of the Radio Shack sales document received upon license of the 
Software. The defective Software shall be returned to a Radio Shack Computer Center, a Radio Shack retail store, a participating Radio Shack 
franchisee or Radio Shack dealer along with the sales document. 

C. Except as provided herein no employee, agent, franchisee, dealer or other person is authorized to give any warranties of any nature on behalf of 
RADIO SHACK. 

D. EXCEPT AS PROVIDED HEREIN, RADIO SHACK MAKES NO EXPRESS WARRANTIES, AND ANY IMPLIED WARRANTY OF MERCHANTABILITY OR 
FITNESS FOR A PARTICULAR PURPOSE IS LIMITED IN ITS DURATION TO THE DURATION OF THE WRITTEN LIMITED WARRANTIES SET FORTH 
HEREIN. 

E. Some states do not allow limitations on how long an implied warranty lasts, so the above limitation(s) may not apply to CUSTOMER. 

III. LIMITATION OF LIABILITY 


A. EXCEPT AS PROVIDED HEREIN, RADIO SHACK SHALL HAVE NO LIABILITY OR RESPONSIBILITY TO CUSTOMER OR ANY OTHER PERSON OR 
ENTITY WITH RESPECT TO ANY LIABILITY, LOSS OR DAMAGE CAUSED OR ALLEGED TO BE CAUSED DIRECTLY OR INDIRECTLY BY 
"EQUIPMENT" OR "SOFTWARE" SOLD, LEASED, LICENSED OR FURNISHED BY RADIO SHACK, INCLUDING, BUT NOT LIMITED TO, ANY 
INTERRUPTION OF SERVICE, LOSS OF BUSINESS OR ANTICIPATORY PROFITS OR CONSEQUENTIAL DAMAGES RESULTING FROM THE USE OR 
OPERATION OF THE "EQUIPMENT" OR "SOFTWARE." IN NO EVENT SHALL RADIO SHACK BE LIABLE FOR LOSS OF PROFITS, OR ANY 
INDIRECT, SPECIAL, OR CONSEQUENTIAL DAMAGES ARISING OUT OF ANY BREACH OF THIS WARRANTY OR IN ANY MANNER ARISING OUT OF 
OR CONNECTED WITH THE SALE, LEASE, LICENSE, USE OR ANTICIPATED USE OF THE "EQUIPMENT" OR "SOFTWARE." 

NOTWITHSTANDING THE ABOVE LIMITATIONS AND WARRANTIES, RADIO SHACK’S LIABILITY HEREUNDER FOR DAMAGES INCURRED BY 
CUSTOMER OR OTHERS SHALL NOT EXCEED THE AMOUNT PAID BY CUSTOMER FOR THE PARTICULAR "EQUIPMENT" OR "SOFTWARE" 
INVOLVED. 

B. RADIO SHACK shall not be liable for any damages caused by delay in delivering or furnishing Equipment and/or Software. 

C. No action arising out of any claimed breach of this Warranty or transactions under this Warranty may be brought more than two (2) years after the 
cause of action has accrued or more than four (4) years after the date of the Radio Shack sales document for the Equipment or Software, whichever 
first occurs, 

D. Some states do not allow the limitation or exclusion of incidental or consequential damages, so the above limitation(s) or exclusion(s) may not apply 
to CUSTOMER. 


IV. SOFTWARE LICENSE 

RADIO SHACK grants to CUSTOMER a non-exclusive, paid-up license to use the TANDY Software on one computer, subject to the following provisions: 

A. Except as otherwise provided in this Software License, applicable copyright laws shall apply to the Software. 

B. Title to the medium on which the Software is recorded (cassette and/or diskette) or stored (ROM) is transferred to CUSTOMER, but not title to the 
Software. 

C. CUSTOMER may use Software on a multiuser or network system only if either, the Software is expressly labeled to be for use on a multiuser or 
network system, or one copy of this software is purchased for each node or terminal on which Software is to be used simultaneously. 

D. CUSTOMER shall not use, make, manufacture, or reproduce copies of Software except for use on one computer and as is specifically provided in 
this Software License. Customer is expressly prohibited from disassembling the Software. 

E. CUSTOMER is permitted to make additional copies of the Software only for backup or archival purposes or if additional copies are required in the 

operation of one computer with the Software, but only to the extent the Software allows a backup copy to be made. However, for TRSDOS Software, 

CUSTOMER is permitted to make a limited number of additional copies for CUSTOMER’S own use. 

F. CUSTOMER may resell or distribute unmodified copies of the Software provided CUSTOMER has purchased one copy of the Software for each one 

sold or distributed. The provisions of this Software License shall also be applicable to third parties receiving copies of the Software from 
CUSTOMER. 

G. All copyright notices shall be retained on all copies of the Software. 

V. APPLICABILITY OF WARRANTY 

A. The terms and conditions of this Warranty are applicable as between RADIO SHACK and CUSTOMER to either a sale of the Equipment and/or 
Software License to CUSTOMER or to a transaction whereby Radio Shack sells or conveys such Equipment to a third party for lease to CUSTOMER. 

B. The limitations of liability and Warranty provisions herein shall inure to the benefit of RADIO SHACK, the author, owner and or licensor of the 
Software and any manufacturer of the Equipment sold by Radio Shack. 

VI. STATE LAW RIGHTS 

The warranties granted herein give the original CUSTOMER specific legal rights, and the original CUSTOMER may have other rights which vary from 

state to state. 
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TANDY® 


DeskMate 

Includes Ten Easy-to-Use Programs 

Discover the DeskMate difference! DeskMate is incredibly easy to use, because it’s designed around the 
DeskMate Graphical User Interface. With its pull-down menus and pop-up dialog boxes, DeskMate will guide 
you through tasks quickly and simply. Use your keyboard or a mouse and enjoy "point-and-click n con¬ 
venience. Best of all, many other software companies have adopted the DeskMate Interface. So when you’ve 
learned how to use DeskMate, you’ve also learned how to operate a wide variety of programs. 


PCs can be easy! 

Each day, DeskMate will greet you with the Desktop. This neat, or- 
1 — ganized display lists DeskMate applications, as well as other programs 
you may own — and you can access them all with just a point and a 
click! The Desktop also translates MS-DOS commands into plain 
English, so you won’t have to learn cryptic codes. 

Boost your productivity! 

fiyj 7 Turn out letters and reports with the Text word processing program. 

^ When you’re through writing, proof your work with DeskMate’s 
90,000-word Spell Checker. 

Balance your checkbook or develop a loan schedule with Worksheet, 
DeskMate’s spreadsheet program. Use Calendar to remind you of 
appointments, birthdays, and special dates. Can’t afford to be late? Use 
DeskMate’s Alarm accessory to jog your memory. 

Organize more effectively! 

Use Filer as your own electronic "file cabinet” for such things as 
1 —' household inventories, recipes and more. The Form Setup function lets 
you custom-design your own forms to make data entry simple and 
convenient. 

Keep track of family, friends, or customers — or computerize your 
Christmas card list (so you don’t leave anyone out) with DeskMate’s 

Address Book. 

Broaden your horizons! 

ryf Stay on top of the world with the PC-Link® Online Information Service. 
^ A modem (sold separately) and the PC-Link software let you access up- 
to-the minute news, financial reports, market conditions, the Grolier’s 
Academic American Encyclopedia™, travel info, and more for a flat 
monthly fee. 

Telecom lets you communicate with host computers, information 
services, and bulletin boards using a modem. The autolog feature 
enables auto-dial modems to call other systems automatically. 





Need Help Quickly? 

fiyf DeskMate’s extensive on-line Help program offers tutorials to help you get acquainted with DeskMate’s many applica- 
^ tions. Then, you can get help quickly and exactly where you need it by simply pressing the FI key wherever you are 
in DeskMate. 


And there’s more! 

nr-/ Let your creativity soar with DeskMate’s Draw graphics program. Test your vocabulary skill with Hangman, 

^ DeskMate’s electronic version of the popular game. There’s also a Calculator, Corkboard computer notepad, and a 
Phone List. (DeskMate can dial the numbers if you have an auto-dial modem.) 

All this in one affordable software package. DeskMate — perhaps the most useful set of programs you will ever own! 
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